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Introduction 

The VDOT Reports Catalogue lists some of the more frequently used Cardinal Inquiries, 

Queries and Reports.  They are grouped by functional area (i.e., Accounts Payable, 

Accounts Receivable, General Ledger, General Ledger-System Setup, and Security, 

Project Accounting, Purchasing, and Time and Attendance).  Each functional area 

contains Inquiries, Queries, and/or Reports specific to that area.  

For each Inquiry, Query or Report, the catalogue lists: 

 Name and/or number –  Identifies the item in Cardinal 

 Last revision date – Reflects the most recent update in the catalogue 

 Loaded into Catalogue - Dates the item’s initial entry into the catalogue 

 Description – Provides a brief synopsis of the item’s contents 

 Purpose / Use – Lists ways you can use the data extracted 

 Navigation Path – Identifies one way of accessing.  There may be more. 

 Parameters – Lists criteria that limit the data pulled 

 Sample – Shows an example 

If you are using an electronic version of the catalogue: 

 The page number in the Table of Contents provides a link to each item.  Click 

Control + Click on the page number to go to the item page.   

 The Find feature (under Editing on the Home tab) can be used to find an item if 

you are not sure of the exact name or number. 

 

Inquiries – Most inquiries access information on a Cardinal page or component, where 

you can view details about a specific item or transaction. 

 

Queries – Queries access the database directly, and are best used for defined 

information requests.  Custom designed queries for COVA users typically begin with V_, 

followed by the abbreviation for the functional area, (that is, AP_, AR_, GL_, PA_, PO_, 

and TA_) followed by descriptive name.  For example, if you are searching for an AP 

query, you can use V_AP_ as your search criteria and select from the results that 

display. 

 

Reports – Reports may be the best choice when you need higher volumes of data or 

data that is summarized across one or more functional areas.  For example, if you need 

summary ledger or business unit information, a report may be your best resource. 
 

There are two types of Cardinal reports:  ad hoc and nVision.  Ad hoc reports run real 

time run real time.  You can run ad hoc reports from the Main Menu or from myCardinal 



                                          

 
3 

Financials.  nVision reports are generated automatically during batch processing, either 

periodically or based on some predetermined criteria. You can access nVision reports 

via FIN Report Manager.  In addition, you can run time and attendance ad hoc reports in 

HCM from that main menu or from myCardinal HCM 

 

Refer to the NAV220 – Introduction to Reporting in Cardinal course materials on the 

Cardinal website for details on inquiries, queries, ad hoc reports and nVision reports. 

http://www.cardinalproject.vi.virginia.gov/
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Inquiries 
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AP - Cash Advance Request View Inquiry 

 
LAST REVISION:  10/18/12 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This inquiry displays detail information about Cash Advances including:  

 Employee Name, the Advance ID, Status, Accounting Date, Post Date, approval 

information 

 Various amounts including the Advance Amount, Payments Received, Amount 

Applied to Expense Reports, Report Balance, and Amount Due Company 

 Pending Action data including the Employee Profile: Name, Action 

 Date/time and Action History including the Employee Profile:  Name, Action, and 

Date/Time 

 

PURPOSE / USE: 

 This inquiry provides detail information about employee cash advances. 

 

NAVIGATION PATH: 

Main Menu > Employee Self Service > Travel and Expense Center > Cash Advance > 

View 

 

As an employee, you can only see your own cash advance data using this navigation 

path. 

 

PARAMETERS: 

 Advance ID 

 Advance Description 

 Name 

 Empl ID 

 Advance Status 

 Creation Date 

 

FORMAT: 

Online 
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Cash Advance Request View  
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AP - Employee Expense History Inquiry 

 
LAST REVISION:  10/18/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This inquiry displays employee expense type transactions (either Cash Advances, 

Expense Reports, Travel Authorization or all) for a specified period of time.  The 

Expense History reported includes the Expense Type, ID, Description, Status, From and 

Through Dates, and Submitted Amount.  The selection criteria can be modified on the 

page and the Search re-executed.  The inquiry includes a breakdown of Action History 

as well as a link to the Expense Report Project Summary.  In addition, the Expense ID 

is hyperlinked.  When clicked, the system displays the Expense Report Detail page 

which is expandable by Expense Detail Type.   

 

PURPOSE / USE: 

 This inquiry is used to research and review employee expense transactions. 

 

NAVIGATION PATH: 

Main Menu > Travel and Expenses > Process Expenses > Review Payments > 

Employee Expense History. 

 

PARAMETERS: 

 Employee ID or  

 Employee Name 

 

FORMAT: 

Online 
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Employee Expense History Inquiry 
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AP - Expense Report Budget Exceptions Inquiry 

 
LAST REVISION:  10/23/12 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This inquiry identifies employee Expense Report budget exceptions.  You can view 

information at a summary or detailed level.   

 

PURPOSE / USE: 

The report is used to: 

 Identify employee Expense Reports that have budget exceptions for a specific 

date 

 Identify all budget exceptions with a specific Process Status (e.g., Warning or 

Error) 

 Drill down to view the accounting distribution, Expense Report, etc. 

 

NAVIGATION PATH: 

Main Menu > Travel and Expenses > Manage Accounting > Expense Rpt Budget 

Exceptions 

 

PARAMETERS: 

 Commitment Control Trans ID 

 Commitment Control Trans Date 

 Report ID 

 Process Instance  

 Process Status 

 

FORMAT: 

Online / CSV 
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Expense Report Budget Exceptions Inquiry 

 
 

This inquiry lists all items with a process status of Warning that were identified when the 
commitment control process ran on 10/01/12.  Click on any of the items to see more 
detail.    
 
On the Expense Sheet Exceptions tab below, click on the magnifying glass under the 
Details Column to see transaction line details.  Click on the link beside the Report ID to 
review the actual Expense Report.  Click on the Budget Check Details link to see an 
explanation.    
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AP - View Travel Authorization Status Inquiry 

 
LAST REVISION:  10/19/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This inquiry displays information about Travel Authorizations including:  

 general identifying information such as Employee Name, the Authorization ID, 

Description, Business Purpose, Status, Dates From and To, Last Updated and 

By Whom 

 detail information such as Travel Expense Type and related Date, Amount, 

Payment Type, and Billing Type 

 totals including Amount Due Employee calculated as Authorized Amount less 

Non-Approved 

 Action History including the employee Profile (e.g., HR Supervisor), Name, 

Action (e.g., Submitted, Approved, etc.), and Date/Time 

 

PURPOSE / USE: 

 This inquiry is used to provide descriptive and status information. 

 

NAVIGATION PATH: 

Main Menu > Employee Self Service > Travel and Expense Center > Travel 

Authorizations > View  

 

As an employee, you can only see your own cash advance data using this navigation 

path. 

 

PARAMETERS: 

Any one of the following: 

 Travel Authorization ID 

 Name 

 Creation Date 

 Empl ID 

 Status 

 

FORMAT:  

Online 
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View Travel Authorization Status 

 

 

 



                                          

 
21 

 

 

Queries 
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AP - Consultant Vchr Payment Status Query 

 
LAST REVISION: 06/09/2014 
 
LOADED INTO CATALOGUE: 06/18/2014 
 

DESCRIPTION: 

This query returns consultant contract related invoice / voucher / payment date status 

data.  The ability to specify one or multiple contract categories as well as one or multiple 

Responsible Orgs for the query execution parameters provides significant query 

execution flexibility.   

 

PURPOSE / USE: 

The query is used to report consultant contract related payment data for specified 

contracts and contract categories.  Consultant Committee members utilize various 

payment status date data to monitor consultant’s payments to ensure critical 

consultants are paid on time.  Over half of the fields returned by the query are date 

fields (13/23).  This enables contract administrators to monitor the contract payment 

status process from award to final payment. 

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu > Reporting Tools > Query > Query Manager > 

V_AP_CONSULT_VCHR_PYMNT_STAT  

PARAMETERS: 

 Cntrct SetID: 

 Cntrct Ctgry 1: 

 Cntrct Ctgry 2: 

 Cntrct Ctgry 3: 

 Cntrct Ctgry 4: 

 Cntrct Ctgry 5: 

 Cntrct Ctgry 6: 

 AP BU: 

 Responsible Org (or % for All): 

 Acctg Dt From: 

 Acctg Dt To: 

 Activity Type (% for All): 
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FORMAT: 

HTML / CSV > Excel 

 

Query Selection Criteria: 
The fields with an asterisk are required. 

 
 
 
Query Output: 
The query selection criteria entered above includes multiple Contract Categories and it 
returned 2047 rows of data.  Below are just the first few rows. 
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Second execution of the query with different selection criteria: 
As indicated in the Description section above, the query can be run for a single 
Responsible Org and a single Contract Category.  In the example following, the 
Responsible Org 19000 is the Northern Virginia District Office and the Contract 
Category CO is Construction – Site Manager.  The total number of rows returned is 321.  
The following screen shot shows just the first few fields returned by the query. 
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Reports 
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AP - AP/GL Open Liability Account Reconciliation Report 

 
Rpt Nbr: APY1400 
 
LAST REVISION:  09/26/12 
 
LOADED INTO CATALOGUE: 10/18/2012 
 

DESCRIPTION: 

This report can be run either for detail or summary information about vendor invoices, 

related vouchers, and journals.  

 

PURPOSE / USE: 

 This report is used for reconciliation purposes. 

 

NAVIGATION PATH: 

Main Menu > Accounts Payable > Reports > Voucher Reconciliation > Open Liability 

Reconciliation 

 

PARAMETERS: 

 Report ID 

 As of Date 

 Business Unit Option 

 

FORMAT: 

PDF  
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AP/GL Open Liability Account Reconciliation - Detail 

 
  
AP/GL Open Liability Account Reconciliation - Summary 
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AP - Cash Advance Aging by Business Unit Report 

 
Rpt Nbr: EXC5701 
 
LAST REVISION:  10/04/12 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

The report provides aging information for outstanding cash advances.  You can run this 

report by Business Unit. 

  

PURPOSE / USE: 

The report is used to: 

 Identify all outstanding advances for the Business Unit ID. 

 List the number of days each advance has been outstanding, so you can track 

compliance with State / Agency policy. 

 

NAVIGATION PATH: 

Main Menu > Travel and Expenses > Manage Accounting > Print Reports > Cash 

Advance Aging by Bus Unit 

 

PARAMETERS: 

 Business Unit 

 

FORMAT: 

PDF 
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Cash Advance Aging by Business Unit  
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AP - Cash Advance Worklist (Query) Report 

 
Rpt Nbr: n/a 
 
LAST REVISION:  09/26/12   
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

For each cash advance worklist item meeting search criteria, the results identify: 

 Employee name and ID, business unit, cash advance ID, origin, created by, 

workflow instance, and amount 

 Dates including submit, accounting, approval, and current 

 Approval type, comment, and status 

 

PURPOSE / USE:  

The report is used to: 

 Track advances requiring approval 

 Analyze the time required to obtain approval 

 

NAVIGATION PATH: 

Main Menu > myCardinal Financials > Financials Report Execution > AP Reports > 

Cash Advance Worklist 

 

PARAMETERS: 

 Bus Unit 

 EmplID (or %) 

 Trans ID (or %) 

 Approval ID (or %) 

 From and To Dates 

 

FORMAT: 

CSV to Excel 
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Cash Advance Worklist 
V_AP_WF_EXPENSE_CA – Cash Advances 

 

Scroll right to review remaining columns: 
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AP - Due Date Monitoring Report 

 
Rpt Nbr: VRAP0750 
 
LAST REVISION:  10/04/12 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This report provides the number of payments made relative to their due date, by 

number, percent, and amount.  Payments with no due date are listed separately.  The 

report also calculates the average variance from due date and the percent of payments 

and dollars in compliance with prompt pay. 

 

PURPOSE / USE: 

The report is used to: 

 Determine the business unit’s compliance with prompt pay during a period 

 Identify total number (dollars) paid during a period 

 Identify trends in compliance rates and variances 

 

NAVIGATION PATH: 

Main Menu > Accounts Payable > Reports > Payments > Due Date Monitoring Report 

 

PARAMETERS: 

 Business Unit 

 From Date 

 To Date 

 

FORMAT: 

PDF 
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Due Date Monitoring Report 
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AP - Expense Transaction by Dept Report 

 

Rpt Nbr: EXC4600 
 
LAST REVISION:  10/04/12 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This report lists all employees’ expense transactions for a department during a specified 

period, in Account Number order. 

 

PURPOSE / USE: 

The report is used to: 

 Track employees’ expenses by account (e.g. mileage, food service) for a given 

period 

 Monitor expenditures by account 

 

NAVIGATION PATH: 

Main Menu > Travel and Expenses > Manage Accounting > Print Reports > Expense 

Transaction by Dept 

 

PARAMETERS: 

 GL Unit 

 Department 

 Submission From Date 

 Submission Through Date 

 

FORMAT: 

PDF 
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Expense Transaction by Department 
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AP - Payables Open Liability Report 

 
Rpt Nbr: APY1406 
 
LAST REVISION:  10/19/12 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This report lists open liabilities for specified Business Unit(s).  

 

PURPOSE / USE: 

The report is used to: 

 Identify all outstanding liabilities for one vendor – either for a particular business 

unit or agency, or Statewide 

 View all vendor liabilities for one or more business units 

 

NAVIGATION PATH: 

Main Menu > Accounts Payable > Reports > Voucher Reconciliation > Payables Open 

Liability 

 

PARAMETERS: 

 As of Date 

 As of Date Type (i.e., Accounting Date or Invoice Date) 

 You may elect to include Unrecorded Liabilities, Prepayments, Un-matured 

Drafts Paid and/or Available Discount 

 Business Unit Option: You may select All or run for one Business Unit 

 Vendor Select Option:  For all or specified vendors 

 Currency:  Use Base Currency, USD, CRRNT and today’s date 

 Report Format Options:  Allows different presentation, for Reporting by Invoice 

vs. Remit Vendor, Business Unit vs. Vendor order, and Detail vs. Summary 

 

FORMAT:  

PDF for both the Summary and Detail formats 
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 Payables Open Liability – Summary 

 

Payables Open Liability – 

Detail
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AP – Payment History by Vendor Report 

 
Rpt Nbr: APY2000 
 
LAST REVISION:  01/04/2013 
 
LOADED INTO CATALOGUE: 01/04/2013 
 

DESCRIPTION: 

This report can be run either in a detail or a summary format.  In both formats the data 

is grouped by Payment Reference Number and Date for the Vendor specified on the 

report Run Control.   

 The summary format is summarized at the Payment Reference Number level.  

 The detail format provides additional detail lines within the Payment Reference 

number reporting line the Business Unit, Voucher ID, Invoice ID, Invoice Date, 

Discount Taken, and Paid Amount.   

o There will be at least one detail line within each Payment Reference 

Number row on the Detail format.   

o Typically, there are multiple detail lines within a single Payment Reference 

row.   

 

If you run the report in both the detail and the summary format using the same date 

range on the Run Control for the same Remit Vendor, the totals at the end of the reports 

(i.e., Totals for Check Payments, Totals for Bank Account, and Totals for Currency) 

reconcile.  This is demonstrated in examples below. 

 

PURPOSE / USE: 

The report is used to research vendor payment detail and summary information. 

 

NAVIGATION PATH: 

Main Menu > Accounts Payable > Reports > Vendor > Payment History by Vendor 

 

PARAMETERS: 

 From Date and Through Date 

 Print Options: Detail or Summary 

 Remit SetID: STATE 

 Remit Vendor 

 

FORMAT:  

PDF for both the Summary and Detail formats 

Run Control: 
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Under Print Options choose Detail or Summary 

 
 

Detailed Payment History by Vendor: 

Note total Payment Amount 46,717.11 (the sum of all detail lines) for Payment 

Reference 20022350. 

 
 
Summary Payment History by Vendor: 
Note Payment Amount 46,717.11 for Payment Reference 20022350. 

 
Payment Reference 20022350 on the Detail and the Summary Reports reconcile. 
Report Totals: 
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Detailed Payment History by Vendor, last page 

 
 

Summary Payment History by Vendor, last page 
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AP - Payment Register Including Offsets Report 

 
Rpt Nbr: RAP581 
 
LAST REVISION:  10/10/12 
 
LOADED INTO CATALOGUE: 10/10/2012 
 

DESCRIPTION: 

This report provides information from the payment register including any offset 

payments.  Information included is the Voucher, Vendor, Payment Reference (check or 

EDI number) and payment date. 

 

PURPOSE / USE: 

 The report is used to review payments made, including offsets.  This is helpful if 

you want to view payments made on a day for a range of dates.   

 

NAVIGATION PATH: 

Main Menu > Accounts Payable > Reports > Payments > Payment Register Incl Offsets 

 

PARAMETERS: 

 Report Request Parameters: From Date, To Date 

 AP Business Unit Parameters: Business Unit (or %) 

 

FORMAT: 

PDF 
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Payments Register Including Offsets 
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AP - Vendor by Vendor Attribute Report 

 
Rpt Nbr: VAPR094 
 
LAST REVISION:  09/26/12 
 
LOADED INTO CATALOGUE: 10/16/2012 
 

DESCRIPTION: 

This report provides information for vendors associated with certain vendor types and 

SWAM classification.  

 

PURPOSE / USE: 

 This report typically is used by buyers or voucher processors in order to inquire 

on certain vendors by vendor types.   

 

NAVIGATION PATH: 

Main Menu > Accounts Payable > Reports > Vendor > Vendors by Vendor Attribute 

 

PARAMETERS: 

 Vendor Set ID: use STATE 

 Certification Source 

 Government Classification 

 Vendor Status 

 

FORMAT: 

PDF 
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Vendor by Vendor Attribute Report 
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AP - Voucher Error Report   

 
Rpt Nbr: RAP508 
 
LAST REVISION:  10/22/12 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query lists vouchers with errors and identifies: 

 Business Unit 

 Responsible Org 

 Current Date 

 Voucher ID 

 Entry Status 

 Budget Status 

 

PURPOSE / USE: 

 This query identifies vouchers with entry and budget status with errors.  You can 

then use inquiry to look up a specific voucher and determine the nature of the 

error.   

 

NAVIGATION PATH: 

Main Menu > myCardinal Financials > Financials Report Execution > AP Reports > 

Voucher Error Report 

 

PARAMETERS: 

 Business Unit (You must select one Business Unit) 

 Responsible Org (or % for all Responsible Orgs) 

 

FORMAT:  

CSV to Excel 
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V_AO_VCHR_ERROR – Voucher Error Report 

 
  
Entry Status: 

 P - Pending 

 R - Recycle 
Budget Status: 

 N – Not Checked 

 E - Error 
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AP - Voucher Worklist (Query) Report   

 
Rpt Nbr: n/a 
 
LAST REVISION:  10/02/12 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query lists vouchers with Approval Status of D (denied) or P (pending) and 

identifies: 

 Business unit, voucher ID, created by, worklist available and processed time, 

worklist status, instance, dates including system, entered, and accounting 

 Approval information including type, approver and approval submitter, status 

 Voucher amount, voucher due date, and origin 

 

Purpose / Use: 

The query is used to: 

 Identify outstanding vouchers requiring review for an approver who is 

unexpectedly out of the office 

 Identify items that have been denied and need to be deleted 

 Identify all items at the end of an accounting period that need to be worked 

 

NAVIGATION PATH: 

Main Menu > myCardinal Financials > Financials Report Execution > AP Reports > 

Voucher Worklist 

 

PARAMETERS: 

 Bus Unit (or %) 

 Voucher ID (or %) 

 Approver ID (or %) 

 

FORMAT: 

CSV to Excel 
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Voucher Worklist Report  

 

 
Scroll to the right to view the last 4 columns:  Worklist Comments, Voucher Amount, 
Voucher Due Date, and Voucher Origin. 
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Accounts Receivable 

 

 

Inquiries 
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Queries
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AR – Deposits Not Posted to GL Query 

 
LAST REVISION:  10/25/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query shows a listing of all item and direct journal deposits that were not posted to 

GL. 

 

PURPOSE / USE: 

 This query can be used to audit the DC custom process to ensure all deposits 

were posted to GL. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > 

_AR_DEP_NOT_POSTED_TO_GL 

 

PARAMETERS: 

 Deposit Business Unit 

 Bank Code (or %) 

 From and To Dates 

 

FORMAT: 

HTML or CSV to Excel 
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AR – Deposits Not Posted to GL 
Parameters 

 
 
Output 
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AR – Deposits Not Sent to CARS Query 

 
LAST REVISION:  10/25/2012/12 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query lists the deposit certificates that were marked Do Not Send to CARS 

 

PURPOSE / USE: 

 This query is used to identify deposits marked Do Not Send to CARS. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > 

V_AR_DC_NOT_SENT_TO_CARS 

 

PARAMETERS: 

 Business Unit 

 Responsible Org (or %) 

 

FORMAT: 

HTML or CSV to Excel 

 

 
AR – Deposits Not Sent to CARS Query 
Parameters 

 
 
Output 
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Reports 

 



                                          

 
55 

AR – Deposit Control by Entry Date Report 

 
Rpt Nbr: AR20001 
 
LAST REVISION:  10/26/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This report lists deposit information by entry date. 

 

PURPOSE / USE: 

 This report is used manage deposits. 

 

NAVIGATION PATH: 

Main Menu > Accounts Receivable > Payments >Reports > Deposit Control by Entry 

Date 

 

PARAMETERS: 

 From and To Dates 

 Business Unit  

 Amount Type (Base or Entry Currency) 

 User ID (or blank for all) 

 Deposit Type (Cash and Checks, Lock Box Deposits, Wire-in Deposits, etc.) 

 Bank Code (or %) 

 Posting Status (All, Complete, Posted, Partial) 

 Bank Account (or %) 

 

FORMAT: 

PDF 
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Deposit Control by Entry Date Report 

Parameters 

 
 
Output 
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General Ledger 

 

 

Inquiries 
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GL – Account Chartfield Inquiry 

 

LAST REVISION:  01/16/2013 
 
LOADED INTO CATALOGUE: 02/13/2013 
 

DESCRIPTION: 

The Account Chartfield Inquiry displays the SetID, Account, Description, and Account 

Type. 

 

PURPOSE / USE: 

The Account Chartfield Inquiry is used to research and validate Account codes, 

Descriptions, and Types. 

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design 

Chartfields > Define Values > Chartfield Values 

 

PARAMETERS: 

 SetId (always use STATE as Set ID for Account) 

 Account (e.g., 5011230) 

 Description (Asset, Expense, Liability, Equity, Revenue, Transfers) 

 Account Type (A, E, L, Q, R, T) 
 

FORMAT: 

Online 

 

Selection Criteria Page: 
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Inquiry Results: 

In the example below Accounts that start with 5011 are internal labor and are Account 

Type Expense. 

 
 

If you run the inquiry for all Expense type accounts your results will exceed the display 

limit (see the following example).  The message following the Search Results heading 

indicates that only the first 300 results of a possible 525 results can be displayed.  A 

couple options are offered but they are not practical in Cardinal if you want the entire set 

of Expense type accounts. 

 

If you run into a limit with the Account Chartfield Inquiry, the best option is to run the 

query FIN0010_GL_ACCOUNTS which returns all Accounts for all Account Types. 

 
 

You can navigate to this query using the following path: 

Main Menu > Reporting Tools > Query > Query Viewer > FIN0010_GL_ACCOUNTS 
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GL – Budget Details Inquiry 

 

LAST REVISION:  01/15/2013 
 
LOADED INTO CATALOGUE: 02/13/2013 
 

DESCRIPTION: 

The Budget Details Inquiry page functions as a launch pad for multiple views of 

summary and detail budget data.  Depending upon the ledger group and chartfield data 

specified on the run control, the Budget Details page displays 1) the Commitment 

Control Budget Details, 2) a summary of budget, expense, encumbrance, and pre-

encumbrance data, and 3) Available Budget.  In addition, there are multiple links and 

icons that enable further review and research of budget data. 

 

PURPOSE / USE: 

The Budget Details Page is used to research, monitor, and administer budgets. 

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu > Commitment Control > Review Budget Activities > Budget Details 

 

PARAMETERS: 

 Business Unit  

 Ledger Group 

 Account 

 Department 

 Asset 

 Task 

 Fund 

 FIPS 

 Agency Use 2 

 Affiliate 

 Fund Affiliate  

 Cost Center 

 Program 

 Agency Use 1 

 PC Business Unit 

 Project 

 Activity 

 Source Type 

 Budget Period 

 Statistics Code 
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FORMAT: 

Online, Export drills to Excel 

 

Run Control Page: 

 

Report Output:  Then, from the Budget Details Page you have the following options: 

 You can click Display a Chart to view activity as a percentage of budget and 
associated revenue. 

 You can click any of the green folder icons to Drill to Ledger for the associated 
ledger amounts.  From the Ledger you can do further drills. 

 You can click the brown ledger icon to Drill to Activity Log for any of the 
associated ledger amounts.  From the Activity Log you can do further drills. 

 You can click the Attributes link to view the attributes of the ledger group. 

 You can view Budget Exceptions. 
This is a very flexible and powerful inquiry page.  The following are some examples. 
 



                                          

 
62 

 

Budget Details Page: 

 
 

Chart displaying Activity as a Percentage of (Budget +Associated Revenue): 

 

Drill to Ledger C_APPROP_B for Budget Details: 

 
 
Budget Detail Attributes: 
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GL – Budgets Overview Inquiry 

 

LAST REVISION:  01/17/2013 

 
LOADED INTO CATALOGUE: 02/13/2013 

 

DESCRIPTION: 

The Budgets Overview Inquiry page provides a list of budget transactions for a specified 

ledger group meeting your additional inquiry chartfield and other budget selection 

criteria.   

 

PURPOSE / USE: 
This Budgets Overview Page is used to research, monitor, and administer budgets. 
 
NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu > Commitment Control > Review Budget Activities > Budgets Overview 

 

PARAMETERS: 

 Budget Type 

o Business Unit 

o Ledger Group Set 

o Ledger Group 

o View Stat Code Budgets 

o Display Chart 

 Time Span 

o Type of Calendar 

 Budget Criteria 

o Ledger Group 

o Calendar ID  

o From Budget Period 

o To Budget Period 

o Include Adjustment Period(s) 

o Include Closing Adjustments 

 Chartfield Criteria 

o For: Account, Department, Fund, FIPS, Program, Project 

o Chartfield From Value 

o Chartfield To value 

o Chartfield value Set 

 Budget Status 
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o Open opt 

o Closed opt 

o Hold opt 

 

 

FORMAT: 
Online, Export to Excel 

 

Budgets Overview Inquiry Selection Page: 

 
 

Budgets Overview Report: 

 
 

Budgets Overview Report Continuation: 
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Additional Details: 

The following screen shot is an extract from the Budget Overview Result page. 

The first column of icons is the option to Show Budget Details. 

The second column of icons is the option to Show Budget Transaction Types. 

Examples of both follow. 

 

 
 

Show Budget Details: 

This is the same as the Budget Details inquiry.  This Budget Details inquiry documents 

the $3,900,000,000 on row 1 of the previous Budget Overview Report screen shot. 
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Show Budget Transaction types: 
 

 

 

Linked Budget Amounts: 
The initial Budget Overview Results pages displays Budget amount as linked.   

 
 
When you click on the linked Budget (in this example $3,900,000,000), you go to the 
Activity Log as seen in the following screen shot.   

 
 

 

 



                                          

 
67 

  

GL – Cost Center Chartfield Inquiry   

  

LAST REVISION:  01/17/2013 
 
LOADED INTO CATALOGUE: 02/13/2013 
 

DESCRIPTION: 

The Cost Center Chartfield Inquiry displays the SetID, Cost Center, Description, and 

Short Description. 

 

PURPOSE / USE: 

The Cost Center Chartfield Inquiry is used to research and validate Cost Center codes 

and Descriptions. 

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design 

Chartfields > Define Values > Chartfield Values 

 

PARAMETERS: 

 SetId  

 Cost Center  

 Description  
 

FORMAT: 

Online 

 

Chartfield Selection List: 

Every Chartfield in the list is linked.  Click on the desired linked Chartfield and the 

system then displays the Selection Criteria Page for that Chartfield Inquiry. 
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Chartfield Selection Criteria Page: 

 
 

Inquiry Results: 

 

 

If you run the inquiry for all Cost Centers your results will exceed the display limit.  

Narrowing your search criteria, as in the example above, may solve the issue.  If you 

continue to run into a limit with the Cost Center Inquiry, the best option is to run the 

query FIN0037_CHARTFIELD1 which returns all Cost Centers.   

 

You can navigate to this query using the following path: 

Main Menu > Reporting Tools > Query > Query Viewer > FIN0037_CHARTFIELD1. 
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GL – Department Chartfield Inquiry 

  

LAST REVISION:  01/17/2013 
 
LOADED INTO CATALOGUE: 02/13/2013 
 

DESCRIPTION: 

The Department Chartfield Inquiry displays the SetID, Dept ID, and Description. 

 

PURPOSE / USE: 

The Department Chartfield Inquiry is used to research and validate Department ID 

codes and Descriptions. 

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design 

Chartfields > Define Values > Chartfield Values 

 

PARAMETERS: 

 SetId  

 Department 

 Description 
 

FORMAT: 

Online 

 

Chartfield Selection List: 

Every Chartfield in the list is linked.  Click on the desired linked Chartfield and the 

system then displays the Selection Criteria Page for that Chartfield Inquiry. 
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Chartfield Selection Criteria Page: 

 
 

Inquiry Results: 

 

Depending upon the Department used to run this inquiry, the inquiry results may exceed 

the display limit.  Narrowing your search criteria may solve the issue.  If you continue to 

run into a limit with the Department Chartfield Inquiry, the best option is to run the query 

FIN0011_DEPARTMENT_CODES which returns all Department codes.   

 

You can navigate to this query using the following path: 

Main Menu > Reporting Tools > Query > Query Viewer > 

FIN0011_DEPARTMENT_CODES. 
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GL – Fund Chartfield Inquiry 

 

LAST REVISION:  01/17/2013 
 
LOADED INTO CATALOGUE: 02/13/2013 
 

DESCRIPTION: 

The Fund Chartfield Inquiry displays the SetID, Fund, Description, and Short 

Description. 

 

PURPOSE / USE: 

The Fund Chartfield Inquiry is used to research and validate Fund codes and 

Descriptions. 

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design 

Chartfields > Define Values > Chartfield Values 

 

PARAMETERS: 
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 SetId (always use STATE as the SetID for Fund) 

 Fund (e.g., 01000, General Fund) 

 Description  
 

FORMAT: 

Online 

 

Chartfield Selection List: 

Every Chartfield in the list is linked.  Click on the desired linked Chartfield and the 

system then displays the Selection Criteria Page for that Chartfield Inquiry. 

 
 

Chartfield Selection Criteria Page: 
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Inquiry 

Results:

 
 

If you run the inquiry for all Funds your results will exceed the display limit.  If you run 

into a limit with the Fund Chartfield Inquiry, the best option is to run the query 

FIN0050_VALID_FUNDS which returns all Funds. 

 

You can navigate to this query using the following path: 

Main Menu > Reporting Tools > Query > Query Viewer > FIN0050_VALID_FUNDS. 
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GL – Journal Inquiry 

 
LAST REVISION:  10/23/12 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This inquiry displays journal line details based on user specified criteria.  You can then 

drill down on the Journal ID for additional detail and back to the source from the Journal 

Line. 

 

PURPOSE / USE: 

 This inquiry is used to research journal detail information. 

 

NAVIGATION PATH: 

Main Menu > General Ledger > Review Financial Information > Journals 

 

PARAMETERS: 

 Unit 

 Ledger 

 Year 

 From Period 

 To Period 

 Suspense Status 

 Journal ID 

 Status 

 Source 

  Currency 

 Document Type 

 User 

 Document Sequence 

 Sort By 

 Max Rows 

 Attachment Exist 
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FORMAT: 

Online 

CSV to Excel 

 
Journal Online Inquiry 

 
This inquiry identifies all AP (Source) journals for October 2012 (Year 2013, From 
Period 4, To Period 4) for DOA (Unit 15100), in Journal ID order (Sort By is Journal ID).    
 
You can drill down on the Journal ID to view more details. 

 
 
To modify your selection criteria, click Journal Criteria to return to the Journal Inquiry 
page. 
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You can then scroll down to view the Journal Lines listed at the bottom of the page. 

:  
 

Click on the Drill to Source Icon to see the source document.  Additional detail is 

provided on the ChartFields and Document Information tabs. 

 

Click on the Voucher ID to view more details about the Voucher. 
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Click on the ChartFields or Journal tab for additional information. 
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GL - Ledger Inquiry 

 

 
LAST REVISION:  10/23/12 

 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This inquiry provides detailed accounting information about selected ChartField values 

for a ledger based on the ChartField criteria selected and the time period specified. 

 

PURPOSE / USE: 

The inquiry is used to: 

 View summary information for a specific ChartField value (e.g., account, 

department, etc.) and ledger 

 View year to date balances a specific ChartField value in a ledger 

 View detailed transactions for a ChartField value and related ChartField Value 

Set 

 Drill down on a transaction to the source document for additional details 

 

NAVIGATION PATH: 

Main Menu > General Ledger > Review Financial Information > Ledger 

 

PARAMETERS: 

 Business Unit, Ledger, Fiscal Year, From Period, To Period 

 Options to: Show Year to Date Balance, Include Closing Adjustments, 

Transaction Details 

 Select specific Chartfields and related Journals 

 

 

FORMAT: 

Online 
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Ledger Inquiry 

 
 
 

 
 



                                          

80 

GL – Program Chartfield Inquiry 

   

LAST REVISION:  01/17/2013 
 
LOADED INTO CATALOGUE: 02/13/2013 
 

DESCRIPTION: 

The Program Chartfield Inquiry displays the SetID, Program, Description, and Short 

Description. 

 

PURPOSE / USE: 

The Program Chartfield Inquiry is used to research and validate Program codes and 

Descriptions. 

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design 

Chartfields > Define Values > Chartfield Values 

 

PARAMETERS: 

 SetId (use STATE as the SetID for Program) 

 Program  

 Description  
 

 
FORMAT: 

Online 

 

Chartfield Selection List: 

Every Chartfield in the list is linked.  Click on the desired linked Chartfield and the 

system then displays the Selection Criteria Page for that Chartfield Inquiry. 
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Chartfield Selection Criteria Page: 

 
 

Inquiry Results: 

Always use STATE as the SetID for Program.   

 

If you run the inquiry for all Programs your results will exceed the display limit.  

Narrowing your search criteria, as in the example above, may solve the issue.  If you 

continue to run into a limit with the Program Chartfield Inquiry, the best option is to run 

the query FIN0038_CHARTFIELD2 which returns all Programs.  (Do not use the query 

FIN0052_VALID_PROGRAMS.  It does not return Cardinal Program Chartfield values). 

 

You can navigate to this query using the following path: 

Main Menu > Reporting Tools > Query > Query Viewer > FIN0038_CHARTFIELD2. 
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GL - Review Journal Status Inquiry 

 

 
LAST REVISION:  10/22/12 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This inquiry provides the status of journals.  

 

PURPOSE / USE: 

 This inquiry is used to research the status of journals. 

 

NAVIGATION PATH: 

Main Menu > General Ledger > Journals > Process Journals > Review Journal Status 

 

PARAMETERS: 

 Business Unit 

 Journal ID 

 Journal Date 

 Unpost Sequence 

 Document Sequence Number 

 Journal Header Status 

 

FORMAT: 

Online 
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Review Journal Status Online Inquiry 

Search Results 

 
 

Journal Header 

 
 

Journal Lines 
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Queries 
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GL - Accounts Query 

 
LAST REVISION:  10/05/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query lists all available Accounts that are active as of the user specified As of Date. 

 

PURPOSE / USE: 

 This query generates a listing of Accounts with As of Date, Descr, Type, etc.  For 

each Account / Account Type, the corresponding Bal Fwd indicator is provided as 

either Y or N. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > FIN0010_GL_ACCOUNTS  

 

PARAMETERS: 

 SetID – STATE 

 As of Date 

 

FORMAT: 

HTML, Excel 
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Accounts Query  
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GL - CARS Do Not Send List Query 

 
LAST REVISION:  10/05/12 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query provides journal data on transactions that were marked Do not send to 

CARS.   

 

PURPOSE / USE: 

 This query is used during reconciliation to identify transactions in Cardinal that 

were not sent to CARS and make any necessary adjustments. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > 

V_GL_CARS_DO_NOT_SEND. 

 

PARAMETERS: 

 Business Unit: 

 Fiscal Year 

 Accounting Period: 

 

FORMAT: 

HTML, Excel 

 

V_GL_CARS_DO_NOT_SEND – CARS Do Not Send List Query 
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GL - CARS History Transactions Query 

 
LAST REVISION:  10/05/12 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query lists transactions keyed into CARS. 

 

PURPOSE / USE: 

 This query is used as a reconciliation resource to identify transactions in CARS 

that are not in Cardinal, which may require adjusting entries. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > 

V_GL_CARS_HISTORY_TRANS. 

 

PARAMETERS: 

 Business Unit: 

 Agency 

 Fiscal Year 

 From and To Period 

 Batch Type 

 From Batch Nbr 

 To Batch Nbr 

 

FORMAT: 

HTML, Excel 
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V_GL_CARS_HISTORY_TRANS – CARS History Transactions Query 

 
 
 
Use the scroll bar to see the remaining columns. 
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GL - CARS Interface Report – Detail Query 

 
LAST REVISION:  10/19/12 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query identifies all transactions sent to CARS. 

 

PURPOSE / USE: 

 This query supports the monthly reconciliation between Cardinal and CARS. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > 

V_GL_CARS_INTERFACE_DTL_BY_BAT 

 

PARAMETERS: 

 Agency 

 DOA Batch Date – From  

 DOA Batch Date – To: 

 DOA Batch Number 100-999: 

 To DOA Batch Number 100 to 999: 

 Batch Creation Date - From: 

 Batch Creation Date - To: 

 Batch Type 

 

FORMAT: 

HTML, Excel 
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V_GL_CARS_INTERFACE_DTL_BY_BAT – GL to CARS Interface Detail Query 

 
 
To see remaining columns, use the scroll bar. 

 
 
Continue scrolling to view last column. 
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GL – Cross Business Unit Journal Query 

 
LAST REVISION: 09/25/2014 
 
LOADED INTO CATALOGUE: 09/25/2014  
 
DESCRIPTION:  
The query displays Business Unit to Business Unit (Agency to Agency) GL journals for a 

specified period of time.     

 
PURPOSE / USE:  
This query can be used to review GL journal transactions for a specified period of time 

in which the Journal Header Business Unit is different than one of the Business Units on 

the journal line. (Example: DOA enters a journal entry to record an Appropriation Act 

Transfer)  

 
NAVIGATION PATH:  
Main Menu > Reporting Tools > Query > Query Viewer > 
V_GL_CROSS_BU_JOURNAL 
 
PARAMETERS:  

 Business Unit  

 Fiscal Year 

 Accounting Period From 

 Accounting Period To 
 
FORMAT:  
HTML, Excel 
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GL – Cross Business Unit Journal Query  
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GL – Department Codes Query 

 
LAST REVISION:  10/05/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query lists all available Departments for a SetID that are active as of the user 

specified As of Date. 

 

PURPOSE / USE: 

 This query generates a list of Departments and their Set ID, Description, 

Effective Date, Budgetary Only indicator, etc. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > 

FIN0011_DEPARTMENT_CODES 

 

PARAMETERS: 

 SetID  

 As Of Date 

 

FORMAT: 

HTML, Excel 
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Department Codes Query 
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GL – GL Expenditures by Phase Query   

  

LAST REVISION:  04/29/2013 
 
LOADED INTO CATALOGUE: 04/29/2013 
 

DESCRIPTION: 

The Expenditures by Phase query displays for the selected Business Unit and Ledger 

Cost Center and Project related Actual expenditure totals summarized by Business Unit, 

Phase, Fund, Program, and Accounting Period(s).   Displayed results include Business 

Unit, Ledger, Fiscal Year, Fund, Program, SUM(B.MONETARY.AMOUNT) 

 

PURPOSE / USE: 

The Expenditures by Phase query is used by Fiscal Division in the preparation of 

financial statements. 

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu > Reporting Tools > Query > Query Manager 

 

PARAMETERS: 

 Business Unit :  50100 

 Ledger: ACTUALS 

 Fiscal Year: 

 Accounting Period From: 

 Accounting Period To: 

 Program (% for all): 

 Phase: 
 

FORMAT: 

Excel, CSV, HTML 

 
Query Search: 
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Query Output: 

 

 

Query Search with wildcard: 

 

 

Query Output with Wildcard: 
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GL – FIN0010_GL_ACCOUNTS Query   

  

LAST REVISION:  01/22/2013 
 
LOADED INTO CATALOGUE: 02/13/2013 
 

DESCRIPTION: 

The FIN0010_GL_ACCOUNTS query displays fields that describe the Account 

chartfield.  Key fields include SetID, Account, Description, Type, As of Date, and 

Balance Forward.   

 

PURPOSE / USE: 

The FIN0010_GL_ACCOUNTS query is used to research and validate Account codes, 

Descriptions, Type, and Balance Forward indicators.  Account code Types include 

Asset, Expense, Liability, Equity, Revenue, and Transfers. 

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu > Reporting Tools > Query > Query Manager 

 

PARAMETERS: 

 SetID   (STATE is always the value of SetID for the FIN0010_GL_ACCOUNTS 
query) 

 As Of Date 
 

FORMAT: 

Excel, CSV, HTML 

 

Query Search: 
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Cardinal queries can be executed using either Excel or HTML.  Choose the 

FIN0010_GL_ACCOUNTS Query and click Excel. The system displays the selection 

criteria page.  Enter selection criteria.  For FIN0010_GL_ACCOUNTS query always 

enter STATE as SetID and 01/01/1901 for As of Date.  Click View Results to execute 

the query. 

 

 
 

When the query executes the system displays the results in an Excel spreadsheet. 
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Query Output in Excel Spreadsheet: 

The query displays the number of rows returned in the top row. 

 
 

Query Output in HTML: 

When the query is executed in HTML the system first displays the query results in an 

HTML format with the options to download the results in: 

 Excel Spreadsheet 

 CSV Text File 

 XML File (which is not supported in Cardinal) 

 

In HTML format you have the option View All data. 
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GL – FIN0011_DEPARTMENT_CODES Query   

  

LAST REVISION:  01/22/2013 
 
LOADED INTO CATALOGUE: 02/13/2013 
 

DESCRIPTION: 

The FIN0011_DEPARTMENT_CODES query displays the fields that describe the 

Department chartfield.  Key fields include SetID, Department, Description, As of Date, 

and Budgetary Only indicator.   

 

PURPOSE / USE: 

The FIN0011_DEPARTMENT_CODES query is used to research and validate 

Department Codes and related Descriptions.   

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu > Reporting Tools > Query > Query Manager 

 

PARAMETERS: 

 SetID  

 As Of Date 
 

FORMAT: 

Excel, CSV, HTML 

 

Query Search: 
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Cardinal queries can be executed using either Excel or HTML.  Choose the 

FIN0011_DEPARTMENT_CODES Query and click Excel.  The system displays the 

selection criteria page.  Enter selection criteria.  Click View Results to execute the 

query. 

 
 

When the query executes the system displays the results in an Excel spreadsheet. 

 

Query Output in Excel Spreadsheet: 

The query displays the number of rows returned on the top row. 
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Query Output in HTML: 

When the query is executed in HTML the system first displays the query results in an 

HTML format with the options to download the results in: 

 Excel Spreadsheet 

 CSV Text File 

 XML File (which is not supported in Cardinal) 

 

In HTML format you have the option View All data.  
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GL – FIN0037_CHARTFIELD1 Query   

  

LAST REVISION:  01/22/2013 
 
LOADED INTO CATALOGUE: 02/13/2013 
 

DESCRIPTION: 

Chartfield1 is mapped to VDOT’s Cost Center Chart of Account code.  The 

FIN0037_CHARTFIELD1 query displays the fields that describe Cost Center Code.  

Key fields include SetID, Cost Center Code, Effective Date, Status, Description, and 

Budgetary Use Only.   

 

PURPOSE / USE: 

The FIN0037_CHARTFIELD1 query is used to research and validate Cost Center 

Codes stored as Chartfield 1 and obtain Cost Center Descriptions.   

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu > Reporting Tools > Query > Query Manager 

 

PARAMETERS: 
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 SetID  

 As Of Date 
 

FORMAT: 

Excel, CSV, HTML 

 

Query Search: 
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Cardinal queries can be executed using either Excel or HTML.  Choose the 

FIN0037_CHARTFIELD1 Query and click Excel. The system displays the selection 

criteria page.  Enter selection criteria.  Click View Results to execute the query. 

 
 

When the query executes the system displays the results in an Excel spreadsheet. 

 

Query Output in Excel Spreadsheet: 

The query displays the number of rows returned on the top row. 
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Query Output in HTML: 

When the query is executed in HTML the system first displays the query results in an 

HTML format with the options to download the results in: 

 Excel Spreadsheet 

 CSV Text File 

 XML File (which is not supported in Cardinal) 

 

In HTML format you have the option View All data.  
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GL – FIN0038_CHARTFIELD2 Query   

  

LAST REVISION:  01/22/2013 
 
LOADED INTO CATALOGUE: 02/13/2013 
 

DESCRIPTION: 

In Cardinal Chartfield2 is mapped to the chartfield Program Code.  The 

FIN0038_CHARTFIELD2 query displays the fields that describe Program Code.  Key 

fields include Program Code, Description, and Budgetary Only indicator. 

 

PURPOSE / USE: 

The FIN0038_CHARTFIELD2 query is used to research and validate Program Codes, 

Descriptions, and Budget Use status.   

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu > Reporting Tools > Query > Query Manager 

 

PARAMETERS: 

 SetID  

 As Of Date 
 

FORMAT: 

Excel, CSV, HTML 

 

Query Search: 
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Cardinal queries can be executed using either Excel or HTML.  Choose the 

FIN0038_CHARTFIELD2 Query and click Excel. The system displays the selection 

criteria page.  Enter selection criteria.  Click View Results to execute the query. 

 
 

When the query executes the system displays the results in an Excel spreadsheet. 

 

Query Output in Excel Spreadsheet: 

The query displays the number of rows returned on the top row. 

 
 

 

Query Output in HTML: 
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When the query is executed in HTML the system first displays the query results in an 

HTML format with the options to download the results in: 

 Excel Spreadsheet 

 CSV Text File 

 XML File (which is not supported in Cardinal) 

 

In HTML format you have the option View All data.  
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GL – FIN0050_VALID_FUNDS Query   

  

LAST REVISION:  01/22/2013 
 
LOADED INTO CATALOGUE: 02/13/2013 
 

DESCRIPTION: 

The FIN0050_VALID_FUNDS query displays the fields that describe the Fund Code.  

Key fields include SetID, Fund Code, Description, Budget Only indicator, Effective Date, 

Attribute, Attribute Value, and Attribute Description.   

 

PURPOSE / USE: 

The FIN0050_VALID_FUNDS query is used to research and validate Fund Codes, 

Description, and their related Budgetary and Attribute classification data.   

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu > Reporting Tools > Query > Query Manager 

 

PARAMETERS: 

 SetID  SetID (STATE is always the value of SetID for FIN0010_GL_ACCOUNTS 
query) 

 As Of Date 
 

FORMAT: 

Excel, CSV, HTML 

 

Query Search: 
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Choose FIN0050_VALID_FUNDS and click Excel. 

The system displays the selection criteria page.  Enter selection criteria.  Click View 

Results to execute the query. 

 
 

When the query executes the system displays the results in an Excel spreadsheet. 

 

Query Output in Excel Spreadsheet: 

The query displays the number of rows returned on the top row. 
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Query Output in HTML: 

When the query is executed in HTML the system first displays the query results in an 

HTML format with the options to download the results in: 

 Excel Spreadsheet 

 CSV Text File 

 XML File (which is not supported in Cardinal) 

 

In HTML format you have the option View All data.  
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GL - General Fund Cash Reversion Query 

 
LAST REVISION:  10/22/12 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query provides calculated amounts which can be used to revert agency General 

Fund cash balances at year end. 

 

PURPOSE / USE: 

 This query supports the year-end closing process. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > 

V_GL_GENERAL_FUND_REVERSION 

 

PARAMETERS: 

Business Unit (or %) 

Fund Code (or %) 

Fiscal Year 

Adjustment Period Include opt 

 

FORMAT: 

HTML, Excel 
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V_GL_ GENERAL_FUND_REVERSION Query 
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GL - GL CARS Recon for Acctg Period Query 

 
LAST REVISION:  10/05/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query provides detailed journal information, including whether the journal was sent 

to CARS, 

 

PURPOSE / USE: 

 This query is used to view journal details and identify related CARS Batch 

information including the CARS indicator. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > 

V_GL_CARS_RECON_ACCTG_PERIOD – CARS Reconciliation. 

 

PARAMETERS: 

 Business Unit 

 Fiscal  Year 

 Accounting Period From: and To 

 Fund 

 Account 

 

FORMAT: 

HTML, Excel 
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V_GL_CARS_RECON_ACCTG_PERIOD – CARS Reconciliation Query 

 
 
Use the scrollbar to view remaining columns: 
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GL - GL CARS Recon for Posted Date Query 

 
LAST REVISION:  10/22/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query provides detailed journal information, including the posted date. 

 

PURPOSE / USE: 

 This query is used to view journal details and identify timing differences. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > 

V_GL_CARS_RECON_POSTED_DT – CARS Reconciliation 

 

PARAMETERS: 

 Business Unit 

 Date From 

 Date To 

 Fund (or %) 

 Account (or %) 

 

FORMAT: 

HTML, Excel 
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V_GL_CARS_RECON_POSTED_DT  – CARS Reconciliation Query 

 
 
 
Use the scrollbar to view remaining columns: 
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GL - GL COA Journal Query 

 
LAST REVISION:  10/22/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query provides detailed accounting distribution information and description, by 

Fund, Program, Account, Department, Cost Center, and/or Project. 

 

PURPOSE / USE: 

 Use this query to view journal details and identify accounting information for 

journals. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > V_GL_JRNL_INQ_BY_COA 

 

PARAMETERS: 

 Business Unit 

 Fund 

 Program 

 Account 

 Department 

 Cost Center 

 Project 

 Journal Date From  

 Journal Date To 

 Include Long Description? 

 

FORMAT: HTML, Excel 
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GL COA Journal Query 

 
 
 
Use the scrollbar to view remaining columns: 
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GL – Potential Fixed Asset Query  

 
LAST REVISION: 08/28/2014 
  
LOADED INTO CATALOGUE: 08/28/2014  
 
DESCRIPTION:  
This query provides a list of transactions to select accounts that can potentially be 

capitalized based on a user specified amount threshold.  

 
PURPOSE / USE:  

 This query can be used to review asset expenditures greater than a given 
amount threshold and decide if those assets qualify for capitalization and should 
be recorded manually in the FAACS system. 

 
NAVIGATION PATH:  
Main Menu > Reporting Tools > Query > Query Viewer > 
V_GL_POTENTIAL_FIXED_ASSETS 
 
PARAMETERS:  

 Business Unit: 

 Journal Date From: 

 Journal Date To: 
 
FORMAT:  
HTML, Excel 

 



                                          

123 
 

GL - Potential Fixed Asset Query 

 

Use the scroll bar to see the columns on the right. 
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GL - Speedtypes Query 

 
LAST REVISION:  10/05/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query lists all available SpeedTypes for a SetID. 

 

PURPOSE / USE: 

 This query generates a list of SpeedTypes with their associated ChartFields. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > FIN0007_SPEEDTYPES –  

 

PARAMETERS: 

 SetID  

 

FORMAT: 

HTML, Excel 
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Speedtypes Query 

 
 
 
 
Use the scroll bar to view the remaining columns. 
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GL – Valid Appropriations - Display FIPS Codes Query 

 
LAST REVISION:  10/05/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query lists all valid FIPS codes for the STATE Set ID that are active as of the user 

specified As of Date. 

 

PURPOSE / USE: 

 Use this query to view STATE Set ID FIPS codes. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > 

FIN0053_VALID_APPROPRIATIONS 

 

PARAMETERS: 

 SetID - STATE 

 As of Date 

 

FORMAT: 

HTML, Excel 
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Valid Appropriations - Display FIPS Codes Query 
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GL – Valid Project IDs Query 

 
LAST REVISION:  10/05/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query lists all available project numbers for a SetID. 

 

PURPOSE / USE: 

 This query generates a list of project IDs with their associated type, description, 

etc. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > 

FIN0013_VALID_PROJECT_IDS 

 

PARAMETERS: 

 SetID  

 

FORMAT: 

HTML, Excel 
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Valid Project IDs Query 
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Reports 
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 GL – AP-GL Reconciliation Report 

 
Rpt Nbr: RGL022 
 
LAST REVISION:  10/02/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This report reconciles transactions/amounts between General Ledger and Accounts 

Payable/Expenses.  The report provides detail data by journal and journal line. 

 

PURPOSE / USE: 

 The report is used by Fiscal / Accounting Offices to identify variances between 

the modules and supports the reconciliation process. 

 

NAVIGATION PATH: 

Main Menu > > General Ledger > General Reports > GL Subsystem Reconciliation > 

AP-GL Reconciliation 

 

PARAMETERS: 

 Business Unit,  

 Fiscal  Year,  

 Accounting Period From  

 Accounting Period To 

 System Sources: Ex Source & AP Source (select at least 1 source) 

 

FORMAT: 

PDF 
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AP-GL Reconciliation Report 
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GL - Appropriation, Allotment, and Expense Report 

 
Rpt Nbr: RGL006 
 
LAST REVISION:  10/03/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

By Business Unit, Fund, Program, and Project, the report summarizes Appropriations, 

Allotments, Unalloted, Expended MTD and YTD, and Available Appropriation 

 

PURPOSE / USE: 

 The report is used to monitor and administer the agency’s Appropriation and 

Allotment budget at the Program level as well as for Capital Outlay projects. 

 

NAVIGATION PATH: 

Main Menu > General Ledger > General Reports > Appr,Allot & Expense Report 

 

PARAMETERS: 

 Business Unit 

 Fiscal Year 

 Period 

 Run for Capital Outlay Only  (opt) 

 

FORMAT: 

PDF 
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Appropriation, Allotment, and Expense Report 
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GL - Cardinal Trial Balance Report 

 
Rpt Nbr: RGL001 
 
LAST REVISION:  10/03/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This report provides the beginning and ending ledger balance and net activity. The 

report can be generated using the specified business units, ledger and chartfield 

elements. The amounts can be totaled and displayed as determined by the user.   

 

PURPOSE / USE: 

 The Cardinal Trial Balance Report allows multiple ledger amounts to be 

summarized to reflect different basis of accounting.  The report is used to review 

balances for monthly and annual reconciliations. 

 

NAVIGATION PATH: 

Main Menu > General Ledger > General Reports > Cardinal Trial Balance 

 

PARAMETERS: 

 Parameters:  

o Business Unit 

o Fiscal Year 

o Accounting Period 

 Chartfield Selection:  

o By BU/Fund 

o By BU/Fund/Project 

o by Fund Group 

o By All Accounts 

 Ledger Selection:  

o Full Accrual 

o Modified Accrual 

o Cash Basis 

o Actuals 

 Account Detail:  

o Summary or Detail (lists detail expenditure and revenue accounts) 

 

 

FORMAT: 
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PDF 

 

Cardinal Trial Balance Report 
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GL - CARS-Cardinal Reconciliation Report 

 
Rpt Nbr: VGLR0025 
 
LAST REVISION:  10/03/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This report summarizes both CARS and Cardinal vouchers by batch, transaction code, 

Fiscal Year and Accounting Period, distribution (i.e., Fund, Program, Object, Revenue 

Source Code, Project) and amount.  Mismatches are identified as well as transactions 

with no matching CARS record. 

 

PURPOSE / USE: 

 The report supports the reconciliation process between CARS and Cardinal.  

 

NAVIGATION PATH: 

Main Menu > General Ledger > General Reports > CARS-Cardinal Reconciliation 

 

PARAMETERS: 

 Business Unit 

 Fiscal Year 

 Accounting Period 

 

FORMAT: 

PDF 
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CARS-Cardinal Reconciliation Report 
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GL – Commitment Control Budget Status Report 

 
Rpt Nbr: GLS8020 
 
LAST REVISION:  01/13/2013 
 
LOADED INTO CATALOGUE: 02/13/2013 
 

DESCRIPTION: 

The Commitment Control Budget Status Report displays all commitment control ledger 

amounts and the available balance for the budgets selected. 

PURPOSE / USE: 

The Commitment Control Budget Status Report is a very flexible report that provides all 

commitment control ledger amounts and the available balance for the selected ledger 

group.  You have the option to select various chart of account fields in the report and 

the option to have the report generate subtotals for selected chartfields.  The report is 

used to monitor the budget status of the ledger group specified on the report run control.   

 

NAVIGATION PATH: 

You can navigate to this report using the following path: 

FIN Cardinal Cardinal > Main Menu > Commitment Control > Budget Reports > Budget 

Status 

 

PARAMETERS: 

 Unit  

 Ledger Group 

 Chartfields 

o Specify Chartfield Sequence  

o Include CF (Chartfield) option 

o Include Subtotal option 

o Specify Chartfield value Range  

 

FORMAT: 

PDF 
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Report Run Control: 
The example shown in the screen shots below is for the Project Summary Ledger.   

 
 
This is the set of chartfields selected for this report output example. 

 
 
Report Output: 
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GL - Control/Track Budget-Exp by CF Report 

 
Rpt Nbr: VRGL007 
 
LAST REVISION:  10/03/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

For any budget ledger set as control or track with budget, the report summarizes by 

related chartfields, budgeted amount, month expended amount, and year to date 

expended as well as unexpended amount. 

 

PURPOSE / USE: 

 The report is used to monitor and administer the Agency’s selected budget. 

 

NAVIGATION PATH: 

Main Menu > General Ledger > General Reports > Control/Track Budget-Exp by CF 

 

PARAMETERS: 

 Request Parameters:  

o Business Unit 

o Budget Ledger 

o Fiscal Year 

o As of Period 

 Values by Chartfields:  

o Field Name 

o How Specified 

 

FORMAT: 

PDF 
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Control/Track Budget-Exp by CF Report 
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GL - COVA Analysis of Appropriations Report 

 
Rpt Nbr: RGL006A 
 
LAST REVISION:  10/02/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This report provides funding analysis of appropriations, allotments, and expenditures. 

 

PURPOSE / USE: 

 The detail budget and expenditures by Business Unit, Fund, Program, and 

Project for Appropriations by type, Allotments, Expenditures, Unexpended 

Appropriations, and Unexpended Allotments is used for reconciliation.  

 

NAVIGATION PATH: 

Main Menu > General Ledger > General Reports > COVA Analysis of Appropriations 

 

PARAMETERS: 

 Business Unit 

 Fiscal Period 

 Accounting Period 

 Consolidated Summary Report opt 

 

FORMAT: 

PDF 
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Funding Analysis of Appropriations, Allotment, and Expenditures Report 
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GL - Expenditures by Agency Use 1 Report 

 
Rpt Nbr:  VGLR0580 
 
LAST REVISION:  12/21/12 
 
LOADED INTO CATALOGUE: 12/21/2012 
 

DESCRIPTION: 

The Agency Use 1 field is used as a tag in conjunction with other ChartFields such as 

Cost Center and Project to track miscellaneous work efforts or special initiatives.  

 

PURPOSE / USE: 

The Expenditures by Agency Use 1 Report assists users in tracking expenditures 

associated with the Agency Use 1 values, as well as attributes associated with the 

Agency Use 1. 

 

NAVIGATION PATH: 

You can navigate to this report using the following path: 

FIN Cardinal Cardinal > Main Menu > General Ledger > General Reports > 

Expenditures by Agency Use 1 

 

PARAMETERS: 

 Business Unit  

 District 

 Reporting Timeframe: 

o Run by Fiscal Year, Accounting Period Range, Fiscal Year, or 

o Run by Journal Date Range 

 Accounting Period From 

 Accounting Period To 

 Agency Use 1 

o Agency Use 1 

 Agency Use 1 

o Attribute 

 Attribute 

 Attribute Value 

 

Recommended source for more detailed information: 
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The General Ledger job aid Expenditures by Agency Use 1 Report provides an 

extensive description of the report, including the Agency Use 1 field and the related 

Attribute and Attribute Value run control selection criteria. 

 

FORMAT: 

CSV to Excel 

 

Report Run Control: 

 
 
Report Output: 

 
 
Report continuation: 
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GL – GL Transaction Report 

 

RPT NBR: RGL010 

 
LAST REVISION:  05/02/2013 
 
LOADED INTO CATALOGUE: 05/02/2013 
 

DESCRIPTION:  The GL Transaction Report is a very powerful reporting tool that offers 

extensive flexibility in the specification of report parameters.  Based upon the report run 

control parameters, the report processes all GL transactions for the specified ledger that 

meet the range of report parameters.  You do have the option to specify subtotals as 

part of the report parameters.  However, if subtotals are specified, then the output 

needs to be .pdf, it will not format properly when run to .cvs format.  If subtotals are not 

specified, the output is comprised of rows of summarized GL data.   It looks just like 

query output, it can be exported to Excel, and manipulated however you wish.   

 

PURPOSE / USE: 

Given the very flexible nature of the report run control parameters, there are many 

potential uses of this report.  Reviewing GL transaction data summarized at either a 

high or low level, for one or multiple Chartfields, for an Account Type. 

 

NAVIGATION PATH: 

Main Menu > General Ledger > General Reports > GL Transaction Report 

 

PARAMETERS: 

In the first set of report parameters, you specify your Agency’s Business Unit, select the 

Ledger Source for transactions (e.g., ACTUALS), Account Type (E for Expenditures), 

Fiscal Year, Accounting Period From and To (e.g., From 01 and To 06). 

 

In the second set of report parameters you can specify any combination of Chartfields.  

For each Chartfield you can specify that all values for that Chartfield be included, or 

select only a subset either by use of a Chartfield tree or by entering a list of desired 

Chartfield values, or a range of values.   Chartfield subtotals can be generated and 

Chartfield descriptions included.  When using Chartfield descriptions, due to the length 

of those fields, it is best not to specify subtotals, so that you can run the output to .csv 

and export a manageable file to Excel.  It is also recommended to keep description to a 

maximum of five Chartfields due to performance implications. 
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FORMAT: 

pdf or csv to Excel 

 

Report screen shot: 
Report Run Control Parameters 

 
 
Output: 
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GL - Journal Edit Errors Report 

 
Rpt Nbr: GLS7011 
 
LAST REVISION:  10/24/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This report provides detailed information about journal edit errors: period, journal ID, 

date, source, reference number, error type, line, line description, field name, and error 

message.   

 

PURPOSE / USE: 

 This report is used to identify and resolved journal edit errors 

 

NAVIGATION PATH: 

Main Menu > General Ledger > Journals > Process Journals > Journals Edit Errors 

Report 

 

PARAMETERS: 

 Business Unit 

 Ledger Group 

 Source 

 Journal ID From and To 

 Journal Date From and To 

 

FORMAT: 

PDF 
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Journal Edit Errors Report 
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GL - Journal Entry Detail Report  

 
Rpt Nbr: FIN2001 
 
LAST REVISION:  10/03/12 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This report displays all, or a subset of, journal entries for a business unit and ledger 

within a specified date range.  A number of selection criteria can be used to return either 

a broad range of journals or to specifically narrow down the results.  Another option is to 

enter a specific Journal ID. 

 

PURPOSE / USE: 

 The report provides the ability to search and select a group of journals for detail 

review. 

 

NAVIGATION PATH: 

Main Menu > General Ledger > General Reports > Journal Entry Detail 

 

PARAMETERS: 

 Report Request Parameters:  

o Unit  

o Ledger Group:  

 Actuals 

 Cash 

 Modified Accrual 

 Commitment Cntrl Appropriation 

o Ledger:  

 Actuals 

 Cash 

 Com Cntl Appropriation Budget) 

o Source:  

 Accruals 

 Billings 

 Accounts Payables 

 Accounts Receivables 

 Project Costing 

 Purchasing 

 Time Entry 
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o Journal ID 

o Date From and Date To  

o Journal Status:  

 Posted by Journal Dates 

 Posted by Posting Dates 

 Journal has Errors 

 Unposted 

 Valid Journal – Edits Complete 

 No Status – Needs to be Edited 

o Show Description on Report opt 

o Show Statistics Amount opt 

o Display Full Numeric Field opt 

 Chartfield Selection:  

o Sequence 

o Chartfield Name 

o Include CF opt 

o Descr opt 

 

FORMAT:  PDF 

 

Journal Entry Detail Report  

 
 



                                          

154 
 

GL - Journal Entry Detail with Attributes Report 

 
Rpt Nbr: FIN2005 
 
LAST REVISION:  10/04/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This report displays the same detail as the Journal Entry Detail Report and also lists the 

ChartField attribute values. 

 

PURPOSE / USE: 

 The report provides the ability to search for and select a group of journals for 

detail review.  

 

NAVIGATION PATH: 

Main Menu > General Ledger > General Reports > Journal Entry with Attributes 

 

PARAMETERS: 

 Report Request Parameters:  

o Unit 

o Ledger Group 

o Ledger 

o Source 

o Journal ID 

o From Date and To Date 

o Journal Status 

o Show Description on Report opt 

o Show Statistics Amount opt 

o Display Full Numeric Field opt 

 Chartfield Selection:  

o Sequence 

o Chartfield Name 

o Include CF opt 

o Descr opt 

 

FORMAT: 

PDF 
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Journal Entry Detail With Attributes Report 
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GL - Journal Line / Accounting Entry Reconciliation Report 

 
Rpt Nbr: GLS8012 
 
LAST REVISION:  10/03/12 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This report matches and reconciles journal lines and accounting entries and documents 

the difference. 

 

PURPOSE / USE: 

 The report is used for reconciliation purposes. 

 

NAVIGATION PATH: 

Main Menu > General Ledger > General Reports > Journal Line/Acctg Reconcil 

 

PARAMETERS: 

Report Request Parameters:  

 Unit, Ledger 

 Accounting Definition 

 Fiscal Year 

 From Period and To Period 

 Journal Status 

 Journal ID 

 Include Adjustment Period opt 

Chartfield Selection:  

 Sequence 

 Chartfield Name 

 Include CF opt 

 Descr 

 Value to Value 

 

FORMAT: 

PDF 
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Journal Line / Accounting Entry Reconciliation Report 
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GL - Ledger Summary Report 

 
Rpt Nbr: GLS7003 
 
LAST REVISION:  10/04/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This report lists for a Business Unit by Account Journals by Journals ID, Journal Date, 

and Seq Line number, the debit / credit amount.  For each Account the report 

summarizes Beginning Balance, Total Activity, and the resulting Ending Balance. 

 

Purpose / Use: 

 The report is used for monitoring and reconciliation purposes. 

 

NAVIGATION PATH: 

Main Menu > General Ledger > General Reports > Ledger Summary 

 

PARAMETERS: 

 Report Request Parameters:  

o Unit 

o Ledger 

o Currency Code 

o Fiscal Year 

o Accounting Period 

 Chartfield Selection 

 

FORMAT: 

PDF 
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Ledger Summary 
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GL - Ledger versus Journal Integrity Report 

 
Rpt Nbr: GLS7010 
 
LAST REVISION:  10/04/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This report list discrepancies between General Ledger and journal tables and is used for 

reconciliation purposes. 

 

PURPOSE / USE: 

 The report is used for reconciliation purposes. 

 

NAVIGATION PATH: 

Main Menu > General Ledger > General Reports > Ledger versus Journal Integrity 

 

PARAMETERS: 

 Unit 

 Ledger 

 Fiscal Year 

 From Period  

 To Period 

 Compare Statistics Amount opt, Show Journals opt, Display Full Numeric Field 

opt 

 Chartfield Selection: Sequence, Chartfield Name, Include CF Value to Value 

 

FORMAT: 

PDF 

 

 

 



                                          

161 
 

 

 
Ledger vs Journal Integrity Report 
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GL - Other Agency Transactions Report 

 
Rpt Nbr: VGLR011 
 
LAST REVISION:  10/04/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This report provides detail or summary amounts for transactions processed in CARS by 

an agency other than the agency entered in the Business Unit prompt.  

 

Purpose / Use: 

 This report is used by Fiscal / Accounting Offices to reconcile between Cardinal 

and CARS. This report is used in conjunction with CARS – Cardinal 

Reconciliation Report (Rpt ID RGL025) which provides financial transaction 

variances between CARS and Cardinal run by fiscal year and accounting period. 

 

NAVIGATION PATH: 

Main Menu > General Ledger > General Reports > Other Agency Transactions 

 

PARAMETERS: 

 Business Unit 

 Fiscal Year 

 Accounting Period 

 Summary or Detail 

 

FORMAT: 

PDF 
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Other Agency Transactions 
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GL - Posted Journal Summary Report 

 
Rpt Nbr: GLS7009 
 
LAST REVISION:  10/04/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This report provides a list of all posted journals. 

 

PURPOSE / USE: 

 The report identifies posted journals. 

 

NAVIGATION PATH: 

Main Menu > General Ledger > Journals > Process Journals > Posted Journal 

Summary Report 

 

PARAMETERS: 

 Report Request Parameters:  

Begin Process 

End Process 

User 

Unit 

Ledger Group 

Ledger 

Begin Date 

End Date 

Summarize By 

 

FORMAT: 

PDF 
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Posted Journal Summary Report 
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GL - Statement of Cash Position of Funds Report 

 
Rpt Nbr: RGL018 
 
LAST REVISION:  10/04/12 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

The report summarizes for an Agency by Fund Detail the Variance of Budget Balance 

for the CC_CASH ledger ACTUALS versus Cash Balance.  The cash balances are both 

budget checked and actuals.  

 

PURPOSE / USE: 

 The report is used by Fiscal / Accounting Offices to monitor the Agency’s cash 

position as part of the reconciliation process.  

 

NAVIGATION PATH: 

Main Menu > General Ledger > General Reports > Stmt of Cash Position of Funds 

 

PARAMETERS: 

 Business Unit  

 

FORMAT: 

PDF 
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Statement of Cash Position of Funds Report 
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GL - Summary Fluctuation Analysis Report 

 
Rpt Nbr: RGL028 
 
LAST REVISION:  10/24/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This report provides the variance in expenditures by Chart of Account (COA) elements 

between Fiscal Years.  

 

PURPOSE / USE: 

 This report typically will be used by Fiscal / Accounting Offices for trend analysis 

in comparing summarized Chart of Account data between two or three Fiscal 

Years. 

 

NAVIGATION PATH: 

Main Menu > General Ledger > General Reports > Summary Fluctuation Analysis 

 

PARAMETERS: 

 Report Request Parameters: 

o Business Unit 

o Ledger Selection: 

 Actuals 

 Cash 

 Modified Accrual 

 Full Accrual 

 Forecast 

o Fiscal Year Range 

 Base Fiscal Year 

 Accounting Period From and To 

 Fiscal Year To Be compared Against: 

 Fiscal Year 1 

 Fiscal Year 2 

o Chartfield Selection: 

 Field Name 

 Show Chartfield Description opt 

 Subtotal opt 

 

FORMAT: 
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PDF  

 

Summary Fluctuation Analysis Report 
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 GL - Track W/O Budget – Exp by CF Report 

 
Rpt Nbr: RGL007B 
 
LAST REVISION:  10/04/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This report summarizes expenditures only by selected chartfields, month to date and 

fiscal year to date.  The report is run only for budget ledgers set to track without budget. 

 

PURPOSE / USE: 

 The report, which has very flexible chartfield selection parameters, is used to 

track expenditures. 

 

NAVIGATION PATH: 

Main Menu > General Ledger > General Reports > Track W/O Budget – Exp by CF 

 

PARAMETERS: 

 Request Parameters:  

o Business Unit 

o Budget Ledger 

o Fiscal Year 

o As of Period 

 Values by Chartfield:  

o Field Name 

o Tree Name 

o Level Name 

o How Specified 

 Subtotal opt 

 Tree Node Selector, Select Values / Nodes 

 

FORMAT: 

PDF 
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Track W/O Budget – Exp by CF Report 
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 General Ledger-System Setup 

 

Inquiries 
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GL-SS - Ledger Group Inquiry 

 
LAST REVISION:  10/23/12 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This inquiry lists all ChartFields associated with a specific ledger group and identifies 

their associated edit tables, affiliated ChartFields, etc. 

 

PURPOSE / USE: 

 This inquiry can be used to view some of the attributes for a specified ledger 

group. 

 

NAVIGATION PATH: 

Main Menu > General Ledger > Ledgers > Ledger Groups 

 

PARAMETERS: 

 SetID 

 Ledger Group 

 

FORMAT: 

Online 
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Ledger Group Inquiry 
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Queries 
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GL-SS – Account Types Query 

 

LAST REVISION:  10/05/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query lists all Cardinal account types available. 

 

PURPOSE / USE: 

 Use this query to identify account types and determine whether the balances in 

them carry forward at year end. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > FIN0004_ACCOUNT_TYPES  

 

PARAMETERS: 

 SetID – Enter STATE 

 

FORMAT: 

 

HTML, Excel 
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Account Types Query 
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GL-SS – Budget Reference Query 

 
LAST REVISION:  10/05/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query provides budget reference Agency Use 2 information by SetID. 

 

PURPOSE / USE: 

Use this query to view all budget references Agency Use 2 for a SetID with descriptions 

active as of the effective date specified. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > FIN0024_BUD_REF 

 

PARAMETERS: 

 SetID  

 Effective Date 

 

FORMAT: 

HTML, Excel 
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Budget Reference Query 

 
 
 
 

 



                                          

180 
 

GL-SS – Chartfield 2 – Program Codes Query 

 

LAST REVISION:  10/22/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

In Cardinal Chartfield 2 contains the Program Codes used for all state agencies.   

 

PURPOSE / USE: 

This query generates a listing of all the valid Program Codes in Cardinal that are active 

as of the user specified .  Like Account Codes, Program Codes are used statewide.  

The related SET ID is STATE. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > FIN0038_CHARTFIELD2 

 

PARAMETERS: 

 SetID  

 As of Date 

 

FORMAT: 

HTML, Excel 

 

 

Chartfield 2 – Program Codes Query 
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GL-SS – Ledger Template Query 

 
LAST REVISION:  10/05/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This report provides information about ledger templates. 

 

PURPOSE / USE: 

Use this query to see the layout of a ledger template. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > 

FIN0023_LDEGER_TEMPLATE 

 

PARAMETERS: 

 Ledger Template 

 

FORMAT: 

HTML, Excel 
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Ledger Template Query 

 
 
Use the scrollbar to view additional columns: 
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GL-SS – Record Groups Query 

 
 
LAST REVISION:  10/05/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query lists all available Record Groups. 

 

PURPOSE / USE: 

Use this query to see a list of Group IDs with their related descriptions and record 

names. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > FIN0016_RECORD_GROUPS 

 

PARAMETERS: 

 None 

 

FORMAT: 

HTML, Excel 
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Record  Groups Query 
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GL-SS – Valid Budget Periods Query 

 
LAST REVISION:  10/05/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query displays all STATE SetID budget periods that have been set up in Cardinal. 

 

PURPOSE / USE: 

Use this query for a list of STATE SetID budget periods with names, descriptions, 

beginning dates and end dates. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > 

FIN0054_VALID_BUDGET_PERIODS. 

 

PARAMETERS: 

 SetID - STATE 

 

FORMAT: 

HTML, Excel 
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Valid Budget Periods Query 

 



                                          

188 
 

GL-SS – Valid Funds Query 

 
LAST REVISION:  10/05/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query lists Fund values for the STATE SetID. 

 

PURPOSE / USE: 

Use this query to view STATE fund descriptions, codes and attributes that are active as 

of the user specified Effective Date. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > FIN0050_VALID_FUNDS 

 

PARAMETERS: 

 SetID - STATE  

 As of Date 

 

FORMAT: 

HTML, Excel 
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Valid Funds Query 
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GL-SS – Valid Set IDs Query 

 
LAST REVISION:  10/05/2012 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

This query lists all valid Set IDs in Cardinal. 

 

PURPOSE / USE: 

Use this query for a list of all valid Set IDs statewide. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > FIN0017_VALID_SET_IDS 

 

PARAMETERS: 

 None 

 

FORMAT: 

HTML, Excel 
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Valid Set IDs Query 
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Reports 



                                          

193 
 

GL-SS - Summary Ledger Detail Report 

 
Rpt Nbr: GLS1001 
 
LAST REVISION:  10/05/12 
 
LOADED INTO CATALOGUE: 09/27/2012 
 

DESCRIPTION: 

The report lists summary ledger balances. 

 

PURPOSE / USE: 

 The report is used for reconciliation purposes. 

 

NAVIGATION PATH: 

Main Menu > General Ledger > Summary Ledgers > Summary Ledger Detail Report 

 

PARAMETERS: 

 Unit, Ledger, Ledger Code, Fiscal Year, From Period and To Period, Display Full 

Numeric Field opt, Chartfield Selection 

 

FORMAT: 

PDF 
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Summary Ledger Detail Report 
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Security 

 

 

Queries 



                                          

196 
 

PT_SEC_USER_ROLES Query 

 
LAST REVISION:  11/29/12 
 
LOADED INTO CATALOGUE: 11/29/12 
 

DESCRIPTION: 

This query shows all Role Names available to a User ID 

 

PURPOSE / USE: 

Use this query to identify all security roles held by a specific user.  When you are adding 

a user’s security, you can use this query to check the roles other users have.  When you 

are updating a user’s security, you can use this query to help ensure that you add 

and/or delete roles appropriately.   

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > PT_SEC_USER_ROLES – 

User’s Roles 

 

PARAMETERS: 

 User ID 

 

FORMAT: 

HTML, CSV XML or Excel 
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PT_SEC_USER_ROLES – User’s Roles 
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V_ PT_SEC_ROLE_USERS – Users assigned to Role Query 

 
LAST REVISION:  11/30/12 
 
LOADED INTO CATALOGUE: 11/30/12 
 

DESCRIPTION: 

This query shows all User IDs that have a specific role. 

 

PURPOSE / USE: 

Use this query to: 

 Determine whether there are enough users in a particular role at a location 

(Department ID) to provide a backup and/or perform the related tasks.  For 

example, you can check the number of users with the voucher processor 

(V_AP_VOUCHER_PROCESSOR) role to see whether you have enough staff 

with that role to handle the volume of work. 

 Locate the users who can perform certain tasks, particularly when access to 

sensitive data may be restricted to very few users.  For example enter or select 

V_AP_EDI_COORDINATOR to identify user IDs who can enter and/or update 

your vendors’ EDI information. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Query > Query Viewer > V_PT_SEC_ ROLE_USERS – 

Users assigned to Role 

 

PARAMETERS: 

 Role Name 

 Locked Out – Enter 0 to view active users 

 Department ID 

 

Both the Role Name and Department ID parameters allow the use of the % wildcard.  

For example, you can use the % with the Department ID parameter to get a list of all 

users in a specific Division/District that shows all the roles a user in that Division/District 

has.  You don’t have to specify only one particular role. 

 

FORMAT: 

HTML, CSV, SML, or Excel 
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V_PT_SEC_ ROLE_USERS - Users assigned to Role 
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Project Accounting 

 
 
 
 

Inquiries 
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Queries 
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PA - Allowable Unallowable Accounts Query 

 
LAST REVISION:  12/27/12 
 
LOADED INTO CATALOGUE: 12/27/12 
 

DESCRIPTION: 

This query displays detail project expenditures at the journal level classified as either 

allowable or unallowable. 

 

PURPOSE / USE: 

This query is used to track and monitor project expenditures classified as allowable and 

unallowable expenditures. 

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu >  Reporting Tools > Query > Query Manager > 

V_PA_PROJ_EXPEND_ACCTS 

PARAMETERS: 

 Business Unit  

 Project (% for All) 

 Activity Type (% for All) 

 From Accounting Date 

 To Accounting Date 

 Allowable \ Unallowable \ % 

 

FORMAT: 

HTML / CSV > Excel 

 

Query Selection Criteria: 
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Query Output: 
Allowable and Unallowable Accounts 

 
 
Allowable Accounts 

 
 

Unallowable Accounts 
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PA - Detail Project Expenditures Query 

 
LAST REVISION:  12/26/12 
 
LOADED INTO CATALOGUE: 12/26/12 
 

DESCRIPTION: 

This query displays detail project expenditures at the journal level.  

 

PURPOSE / USE: 

This query is used to track and monitor project expenditures including allowable and 

unallowable expenditures. 

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu >  Reporting Tools > Query > Query Manager > V_PA_PRJ_EXPEND_DTL 

 

PARAMETERS: 

 Business Unit  

 Project 

 Activity Type (% for All) 

 Accounting Period (% for All)  

 Fiscal Year (% for All) 

 Allowable \ Unallowable \ % 

 

FORMAT: 

HTML / CSV > Excel 

 

Query Selection Criteria: 
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Query Output: 
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Reports 
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PA – Disaster Report 

 

RPT NBR: RPA109 

 
LAST REVISION:  05/20/2013 
 
LOADED INTO CATALOGUE: 05/24/2013 
 

DESCRIPTION: 

The Disaster Report provides disaster related expenditures fiscal year to date and life to 

date and can be run in summary or detail format, depending on the needs of the user.   

 

When run in the Detail mode the report parameters include Business Unit, Disaster 

Number, and Date From.  The Detail report returns all projects related to the specified 

Disaster Number.  Each project will have one or more expenditures rows with detail 

charge distribution including Department ID, FIPS, Activity, Fiscal Year, and Accounting 

Date, followed by a total line for each project.  

 

When run in Summary mode no Disaster Number is specified.  The report parameters 

include only Business Unit and Date From.  The report returns all Disasters and their 

related projects.  For each Disaster all the related projects are returned, grouped by 

their related disaster number, identified by their District and FIPS, with Expenditures 

reported both Fiscal Year to Date and Life to Date.   

 

The Summary version of the report returns those expenditures charged to projects that 

are identified as related to a Disaster but, when charged, the Disaster number was 

omitted from the charge distribution. 

 

PURPOSE / USE: 

This report is used to review disaster expenditures in summary or detail format and 

provides specific expenditure details for all projects denoted with a disaster number and 

disaster indicator on the project record. 

 

NAVIGATION PATH: 

Main Menu > Project Costing > Reports > Disaster Report 

 

PARAMETERS: 

 Business Unit  

 Disaster Number 

 Date From 
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FORMAT: 

PDF 

 

REPORT SCREEN SHOTS: 
Disaster Report Run Control - Summary 

 
 
Summary Report 

 
 

 
 



                                          

209 
 

 
Disaster Report Run Control 

 
 
 
Detail Report: 
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PA – Expenditures Exceeds Allocations Report 

RPT NBR: RPA091 

 
LAST REVISION:  05/20/2013 
 
LOADED INTO CATALOGUE: 05/24/2013 
 

DESCRIPTION: 

The Expenditures Exceed Allocations report provides a listing of all projects for which 

expenditures have exceeded a specified percentage of the project budget. The report 

also shows the variance between budgeted amounts and funded amounts as well as 

budgeted amounts and expended amounts.  There are additional parameters that can 

be mixed into various combinations. 

 

PURPOSE / USE: 

The report can be used by project and program managers to identify projects that have 

exceeded budget in combination with a number of various parameters. 

 

NAVIGATION PATH: 

Main Menu > Project Costing > Reports > Expenditures Exceed Allocations  

 

PARAMETERS: 

 Business Unit  

 Responsible Dept 

 As of Date 

 Project Category 

 Project Status 

 Details (checkbox) 

OPTIONS: 

 Expenditure % of Budget 

 Variance Between Budget and Expenditure Equal to 0 

 Project Budget to Fund Source Variation Not Equal to 0 

 Projects with no Transactions 12 Months Prior to As of Date 

 

FORMAT: 

PDF 

 

REPORT SCREEN SHOTS: 
 
 
 



                                          

211 
 

Run Control 
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PA – Federal Accrued Unbilled Cost by Type of Exception Report 

 

RPT NBR: RPA113 

 
LAST REVISION:  05/20/2013 
 
LOADED INTO CATALOGUE: 05/24/2013 
 

DESCRIPTION: 

This report identifies contracts for which expenditures are accruing but not able to be 

billed to the Federal government. 

 

PURPOSE / USE: 

This report is used by the Programming Division to determine if authorizations for a 

Federal project should be increased. 

NAVIGATION PATH: 

Main Menu > Customer Contracts > Reports > Federal Acc Unbilled Cost Exception  

 

PARAMETERS: 

 Business Unit  

 

FORMAT: 

PDF 

 

REPORT SCREEN SHOTS: Run Control 
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PA – Federal Contract Status Report 

 

RPT NBR: RPA119 

 
LAST REVISION:  05/20/2013 
 
LOADED INTO CATALOGUE: 05/24/2013 
 

DESCRIPTION: 

This detailed federal contract report provides total expenditures, participating and 

nonparticipating, the Federal share of expenditures and billed amount for a given 

Federal contract and related project. 

PURPOSE / USE: 

The report is used as a contract administration tool to track the status of expenditures 

billed and not billed, advance amounts and not billed amounts, adjustments, etc., by 

Project, by Phase and Activity related to a Federal contract. 

 

NAVIGATION PATH: 

Main Menu > Customer Contracts > Reports > Federal Contract Status Report 

  

PARAMETERS: 

 Business Unit  

 Contract 

 

FORMAT: 

PDF 

 

REPORT SCREEN SHOTS: 
Run Control 
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PA – Financial Summary by Program Report 

 

RPT NBR: RPA096 

 
LAST REVISION:  05/20/2013 
 
LOADED INTO CATALOGUE: 05/24/2013 
 
DESCRIPTION: 

This report provides budget expenditure data for projects and cost centers. The report 

displays data for each detail department value and can be run fiscal year-to-date and 

life-to-date. 

PURPOSE / USE: 

The report is used to monitor the status of budget to actual expenditures for a specified 

Department ID (including related lower level Department IDs) and a specified Program. 

A typical combination of Department ID and Program could be a Residency-wide 

Department ID and Program 6040, Highway Maintenance and Operations.   

 

NAVIGATION PATH: 

Main Menu > Project Costing > Reports > Financial Summary by Program 

 

PARAMETERS: 

 Business Unit  

 Program 

 Department ID 

 Fiscal Year  

 Period 

 Project Budget and Expenditure by either Fiscal Year or Life to Date 

 

FORMAT: 

PDF or CSV/Excel 

 

REPORT SCREEN SHOTS: 
Run Control 
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PA – Financial Summary—Project Expenditure by Account Report 

 

RPT NBR: RPA106b 

 
LAST REVISION:  05/20/2013 
 
LOADED INTO CATALOGUE: 05/24/2013 
 

DESCRIPTION:  

This nVision report provides budget and actual expenditures year to date and project to 

date, by Account.   

 

PURPOSE / USE: 

This report is used by project managers to monitor project expenditures as related to 

the project budget and to research charges.  The report is also used to determine 

whether project to date expenditures are over or under the budget amount as well as 

the current year percentage of project budget remaining.   As an nVision report, features 

such as drilldown and nPlosion are supported. 

 

NAVIGATION PATH: 

 Main Menu > Reporting Tools > Report Manager > List > View Reports For 

 

PARAMETERS: 

 Project Number 

 Fiscal Year 

 

FORMAT: 

Excel 

 

REPORT SCREEN SHOTS: 
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nVision report with no nPlosion 

 
Clicking on the  +  sign on the vertical bar nPlodes, or unhides the detail rows. 
Clicking on the  -  sign on the horizontal bar hides the nPloded columns. 

The  1  and  2  in the upper left corner also hide and unhide rows or columns.  

 
Months 2013-1 thru 2013-9; by Accounting Period by Account 
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Continued with Months 9-11; Current Year and Project to Date Expds, Budget, Balance 
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PA – Financial Summary—Project Expenditure by Activity Report 

 

RPT NBR: RPA106a 

 
LAST REVISION:  05/20/2013 
 
LOADED INTO CATALOGUE: 05/24/2013 
 

DESCRIPTION: 

This nVision report provides actual expenditures year to date and project to date, by 

Phase and related Activity.  The project budget is not reflected at the Activity or Phase 

level.  The project budget is reported below all of the individual phase summaries and is 

also incorporated in the project total line.  

 

PURPOSE / USE: 

This report is used by project managers to monitor project expenditures as related to 

the total project budget and to research charges.  The report is also used to determine 

whether total project to date expenditures are over or under the budget amount. As an 

nVision report, features such as drilldown and nPlosion are supported. 

 

NAVIGATION PATH: 

Main Menu > Reporting Tools > Report Manager > List > View Reports For 

 

PARAMETERS: 

 Project Number 

 Fiscal Year 

 

FORMAT: 

Excel 
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REPORT SCREEN SHOTS 
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Clicking on the  +  sign on the vertical bar nPlodes, or unhides the detail rows. 

Clicking on the  -  sign on the horizontal bar hides the nPloded columns. 

The  1  and  2  in the upper left corner also hide and unhide rows or columns.  

Months 2013-1 thru 2013-10; by Accounting Period by Account 

 
 

Continued with Months 8-11; Current Year and Project to Date Expds, Project Budget 
With the budget at the overall project level and not phase or activity specific, each row 
of activity and phase expenditures summarizes as a deficit value with no offsetting 
budget value at that detail level. 
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PA – Funding Source Report 

 

RPT NBR: RPA150 

 
LAST REVISION:  05/20/2013 
 
LOADED INTO CATALOGUE: 05/24/2013 
 

DESCRIPTION: 

This report provides total allocation amounts applied to specific funding sources used 

and can be run in summary or detail format, depending on the needs of the user.  The 

summary version of the report will show Funding Source, Amount Allocated, and 

Amount Remaining for all Funding Sources.  The Detail version can be run in multiple 

parameter combinations.  Any combination will always include either a Funding Source 

or a Reporting Category as well as possibly a Project Number. 

 

PURPOSE / USE: 

The report is used by Budget Analysts to review the status of allocation Funding 

Sources as related to projects by Reporting Category. 

 

NAVIGATION PATH: 

Main Menu > Project Costing > Reports > Funding Source 

  

PARAMETERS: 

 Business Unit  

 Funding Source 

 Reporting Category 

 Project Number 

 

FORMAT: 

PDF 

 

REPORT SCREEN SHOTS: 
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A Detail Version: all Fund Sources related to a single project 
The sum of the amounts of all Fund Sources for a single specific project total the Project 
Budget as reflected on other reports such as the two nVision reports Financial Summary 
– Project Expenditure by Account and by Activity. 

 
 
Another Detail Version: specific Fund Source for a single project 

 
 
Another Detail Version: Specific Reporting Category for a single project 
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Summary version by Funding Source: 
This Summary Version provides for each Funding Source the original Allocation 
Amount, the Amount Allocated to date and the Allocation Amount Remaining. 

 
 
 
Another Summary Version, by Reporting Category and Related Fund Source: all 
projects related to Reporting Category (e.g., MFED, Maintenance Federal) with the 
Fund Source and amount for each 
Project.
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PA – Limit Amount Report 

 

Rpt Nbr: n/a 

 
LAST REVISION:  05/20/2013 
 

LOADED INTO CATALOGUE: 05/24/2013 
 

DESCRIPTION: 

This report displays the details of a contract's amounts including limit amounts, amount 

remaining for the limit, amounts in excess, as well as transaction and processing dates 

for the limits. The details of the report are determined by the criteria set on the Limit 

Amount report run control page. 

 

PURPOSE / USE: 

The report is used by contract administrators in managing contracts adjustments. 

 

NAVIGATION PATH: 

Main Menu > Customer Contracts > Reports > Limit Amount Report 

 

PARAMETERS: 

Contract Options: 

 Business Unit  

 Contract Type 

 Contract Classification 

 Sold To Customer 

 Contract 

 Contract Administrator 

Limit Options: 

 Limit Type 

 Report By 

 Max Remaining % 

 

FORMAT: 

Crystal or XML 
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REPORT SCREEN SHOT: 
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PA – Prepaid Management Report 

 

RPT NBR: n/a 

 
LAST REVISION:  05/20/2013 
 
LOADED INTO CATALOGUE: 05/24/2013 
 

DESCRIPTION: 

This report displays the details on prepaid balances, including the status, the date the 

balances are expected to expire, and the amount remaining.  The details of the report 

are determined by the criteria set on the Prepaid Balance report run control page. 

 

PURPOSE / USE: 

The report is used to monitor contract prepayments by customer, contract, source and 

type, in addition to the purchase, remaining, and committed amounts. 

 

NAVIGATION PATH: 

Main Menu > Customer Contracts > Reports > Prepaid Management Report  

 

PARAMETERS: 

Contract Options: 

 Business Unit  

 Contract Type 

 Contract Classification 

 Sold To Customer 

 Processing Status 

 Contract 

 Contract Administrator 

Prepaid Options: 

 Prepaid Balance Status 

 Hold % 

 Prepaid Transaction Type 

 #Days Prior to Expiration Date 

 

FORMAT: 

PDF 
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REPORT SCREEN SHOT: 
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PA – Prepaid Report 

 

RPT NBR: RPA149 

 
LAST REVISION:  05/20/2013 
 
LOADED INTO CATALOGUE: 05/24/2013 
 

DESCRIPTION: 

This report identifies amounts received from customers in advance of project billing. The 

report identifies the initial prepayment amount and amounts drawn down over the life of 

the project. The report summarizes data by Fund and Account for each Project and 

customer contract combination. 

 

PURPOSE / USE: 

Fiscal Division uses this report to monitor funds received in advance as well as the 

remaining amount for an advance. 

 

NAVIGATION PATH: 

Main Menu > Customer Contracts > Reports > Prepaid Report  

 

PARAMETERS: 

 Set ID 

 Business Unit  

 Department 

 Project 

 As of Date 

 Fund 

 Account 

 

FORMAT: 

PDF 
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REPORT SCREEN SHOTS: 
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PA – Project Expenditure by Activity Group Report 

 

RPT NBR: RPA100 

 
LAST REVISION:  05/20/2013 
 
LOADED INTO CATALOGUE: 05/24/2013 
 

DESCRIPTION: 

This report provides project expenditures by activity group such as AS, RU, PE, CEC, 

ADM, etc. The report can be run for one or more projects and activity groups. 

PURPOSE / USE: 

The report is used to monitor project expenditures in different configurations. 

 

NAVIGATION PATH: 

Main Menu > Project Costing > Reports > Project Expenditure by Activity Group 

 

PARAMETERS: 

 Set ID 

 Business Unit  

 Activity Tree 

 Activity Node 

 Responsible Org 

Timeframe: 

 Current Period or 

 Life to Date 

 

FORMAT: 

PDF 

 

REPORT SCREEN SHOTS: 
No Project ID specified on Run Control 
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Project ID is Included in Run Control 
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PA – Project Expenditure by Location Report 

 

RPT NBR: RPA093 

 
LAST REVISION:  05/20/2013 
 

LOADED INTO CATALOGUE: 05/24/2013 
 
DESCRIPTION: 

The report provides fiscal year-to-date and life-to-date budget and expenditure data by 

Department and Program for Projects and Cost Centers. The report can be run in 

summary or detail format. 

PURPOSE / USE: 

The report is used to review Project budget and actual expenditures at a Location level.  

Project data, as well as Cost Center data, is reviewed by Location and Dept ID in either 

a detail or summary format. 

 

NAVIGATION PATH: 

Main Menu > Project Costing > Reports > Project Expenditure by Location  

 

PARAMETERS: 

 Set ID 

 Business Unit  

 Fiscal Year 

 Period 

 Department 

o Include Rollups 

 Program Parameters 

 All or Specific  

o Program 

o FIPS 

 Tree Node 

o Tree Node Name 

 Project Category 

 Project Status 

 

FORMAT: 

PDF 
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REPORT SCREEN SHOTS: 
Summary 
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Detail: 
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PA – Project Expenditure Report by Employee Report 

 

RPT NBR RPA090 

 
LAST REVISION:  05/20/2013 
 
LOADED INTO CATALOGUE: 05/24/2013 
 

DESCRIPTION:  

For a specified Business Unit, Project ID, From Date and To Date, this report provides 

project expenditures and hours summarized by individual employee (including 

employee name, employee ID, and Department ID) for all employees that meet the 

selection criteria by day, by earn code, for each combination of project related phase, 

activity.  Employees’ project expenditures and hours charged are summarized both 

Project to Date and Project-wide level. The report displays the employee name, 

employee ID, employee department, and earnings code by project phase and activity. 

 

PURPOSE / USE: 

This report is used to monitor employee time and expenditures charged to a project life-to-date.  

NAVIGATION PATH: 

Main Menu > Project Costing > Reports > Project Expenditure by Employee 

  

PARAMETERS: 

 Business Unit 

 Project ID 

 From Date 

 To Date 

 

FORMAT: 

PDF 

 

REPORT SCREEN SHOTS: 
Run Control 
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-  
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PA – Project Overview Report 

 

RPT NBR: RPA094 

 
LAST REVISION:  05/20/2013 
 
LOADED INTO CATALOGUE: 05/24/2013 
 
DESCRIPTION: 

This report provides an overview of project data, such as project start date, project 

description, budget associations, related project categories, project phase data, project 

distribution, and project expenditures to date. 

PURPOSE / USE: 

The report is used by program managers and project managers to monitor and update 

project status. 

 

NAVIGATION PATH: 

Main Menu > Project Costing > Reports > Project Overview Report  

 

PARAMETERS: 

 PC Business Unit  

 Project ID 

 LTD Through Fiscal Year 

 Accounting Period 

 

FORMAT: 

PDF 

 

REPORT SCREEN SHOTS: 
Run Control 
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PA – Summary of Financial Activity by Project or Contract 

 

RPT NBR: RPA105 

 
LAST REVISION:  05/20/2013 
 
LOADED INTO CATALOGUE: 05/24/2013 
 

DESCRIPTION: 

This report provides the total amount billed and collected for a particular project or a 

customer contract. The report can be run using either the Project ID or the Contract 

Number, but not both.  Results are similar in content. 

 

PURPOSE / USE: 

This report is used to review project contract data including the status of contract 

prepaid amounts and the project budget. 

 

NAVIGATION PATH: 

Main Menu > Customer Contracts > Reports > Financial Activity by Proj/Con 

  

PARAMETERS: 

 Business Unit  

 As of Date 

 Either: 

o Project ID or 

o Contract Number 

 

FORMAT: 

PDF 
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REPORT SCREEN SHOTS: 
Run Control 

  
 
 

 

Summary by Project 

 

Summary by 

Contract
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PA – Transaction Relationship Report 

 

RPT NBR: RPA145 

 
LAST REVISION:  05/20/2013 
 
LOADED INTO CATALOGUE: 05/24/2013 
 
DESCRIPTION: 

This report traces billed amounts from invoice to the original transaction. 

 

PURPOSE / USE: 

Fiscal Division users that receive specific requests to provide backup documentation related to 

invoices use this report to trace back to the original transaction and ultimately to the related 

journal entry.  

NAVIGATION PATH: 

Main Menu > Customer Contracts > Reports > Transaction Relationship Report 

  

PARAMETERS: 

 Business Unit 

 Invoice 

 Project ID 

 Contract Number  

 

FORMAT: 

PDF 

 

REPORT SCREEN SHOTS: 
Run Control 
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PR – All Vchr Lines on Vchr for PO Query 

 
LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:  1/27/15 
 
DESCRIPTION: 

The All Voucher Lines on Voucher for PO query displays all voucher and distribution 

related data by Contract/PO.  

 

PURPOSE / USE: 

This query can be executed by any user and is used by contract administrators to 

display all voucher information related to a Contract/PO.   

For Account type ‘DST’ (Expense Distribution), Account 101010 is excluded.    

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_CNTRCT_PO_VCHR_ALL_DISTRI 

 

PARAMETERS: 

 SetID: 

 Business Unit:  

 PO Number: 

 Contract ID:  

 

FORMAT: 

Excel 

HTML 
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Screen Shots: 
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PR – COA Journal Query 

 

LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:  01/27/15 
 

DESCRIPTION: 

The COA Journal query provides the ability to view posted transactions based on 

Business Unit (BU), Fiscal Year, Accounting Period and selected COA parameters. 

 

PURPOSE / USE: 

This query can be executed by any user to view journal details and identify the 

distribution accounting information for journals. Excludes Account 101010.  

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_COA_JRNL_QRY 

 

PARAMETERS: 

 Business Unit: Required 

 Account: 

 Department: 

 Cost Center: 

 Project: 

 Journal Begin Date From: Required 

 Journal Begin Date To: Required 

 

 

FORMAT: 

Excel 

HTML 
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Screen Shots: 
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PR – Contract Line Detail Pricing Query 

 
LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE: 01/27/2015 
 

DESCRIPTION: 

The Contract Line Detail Pricing query displays all contract lines and pricing data related 

to a specific Contract ID.  

 

PURPOSE / USE: 

This query can be executed by any user and is used by contract administrators in 

managing contracts and related activities. Closed contracts are excluded from the 

results. 

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_CNTRCT_DETAIL 

 

PARAMETERS: 

 Contract ID: 

 Vendor ID: 

 Item ID: 

 District: 

 

FORMAT: 

Excel 

HTML 
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Screen Shots: 
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PR – Contract Query for ASD-PRT/ACO Query 

 
LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:  1/27/15 
 
DESCRIPTION: 

The Contract Query for ASD-PRT/ACO query displays all contract lines related to a 

specific Contract ID.  

 

PURPOSE / USE: 

This query can be executed by any user and is used by contract administrators in 

managing contracts and related activities.  

  

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_CONTRACT 

 

PARAMETERS: 

 Contract SetID:  Required 

 Contract Category:  Required 

 District, 2nd Char Dept: 

 Contract Begin Date From:  Required 

 Contract Begin Date To:  Required 

 Buyer Like: 

 

FORMAT: 

Excel 

HTML 
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Screen shots: 
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PR – Contracts Not Linked to POs Query 

 
LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:  1/27/15 
 
DESCRIPTION: 

The Contracts not linked to POs query displays contract information for contracts not 

linked to a purchase order defined by specific selection criteria. 

 

PURPOSE / USE: 

This query can be executed by any user and is used by contract administrators to 

identify contracts not linked to POs. Excludes SiteManager contracts and 

Closed/Cancelled contracts.     

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_CNTRCT_WO_PO 

 

PARAMETERS: 

 SetID:  Required 

 Contract Begin Date From: Required 

 Contract Begin Date To:  Required 

 

FORMAT: 

Excel 

HTML 
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Screen Shots: 
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PR – Duplicate PCard Transactions Query 

 
LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:  1/27/15 
 
DESCRIPTION: 

The Duplicate PCard Transaction query provides a list of duplicate Procurement Card 

transactions charged by a merchant.   

 

PURPOSE / USE: 

This query is used by PCard Administrators and PCard Holders to review transactions. 

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_PCARD_DUPLICATE_TRANS 

 

PARAMETERS: 

 Credit Card Vendor:  Required 

 Transaction Date From:  Required 

 Transaction Date To:  Required 

 

FORMAT: 

EXCEL 

HTML 
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Screen Shots: 
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PR – Event Type Query 

 
LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:   1/27/15 
 

DESCRIPTION: 

The Event Type query displays a list of all Events by Solicitation type.  

  

PURPOSE / USE: 

This query can be executed by any user and is used by Buyers and Managers to view 

high level solicitation data by Event Type.  

  

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_EVENT_TYPE 

 

PARAMETERS: 

 Business Unit:  Required 

 Solctn Type:  Required 

 District, 2nd CharDpt, %All:  

 

FORMAT: 

Excel 

HTML 
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Screen Shots: 
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PR – IMS Journal Not Posted Query 

 
LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:  1/27/15 
 

DESCRIPTION: 

The IMS Journal Not Posted query provides a list of WebIMS related receipts that have 

not been journal posted.  

 

PURPOSE / USE: 

This query is used by StoreKeepers to assist with reconciliation of WebIMS.  

Journal Source is ‘INV’ and journal Header is not Posted. 

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V-PR_IMS_JRNL_NP_TO_ACT_LEDG 

 

PARAMETERS: 

 Business Unit: 

 Journal Begin Date From:  Required 

 Journal Begin Date To:  Required 

 

FORMAT: 

Excel 

HTML 
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Screen Shot: 
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PR – IMS Not Journal Generated Query 

 

LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:  1/27/15 
 

DESCRIPTION: 

The IMS Not Journal Generated query provides a list of IMS Issue Type requisitions that 

have not been journal generated.    

 

PURPOSE / USE: 

This query is used by Fiscal to assist with reconciliation of IMS Requisitions that are 

closed.  Cancelled requisitions are excluded.  

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer    

V_PR_IMS_NOT_JG_FR_ACTG_LN_TB 

 

PARAMETERS: 

 Business Unit: 

 Budget Date From:  Required 

 Budget Date To:  Required 

  

 

FORMAT: 

EXCEL 

HTML 
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Screen Shots: 
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PR – IMS PO Recv Vchr Prepost GL Query 

 
LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:   1/27/15 
 

DESCRIPTION: 

The IMS PO Recv Vchr Prepost GL query displays Re-stock Purchase Order receipts to 

reconcile IMS Receipts reporting, prior to voucher approval.     

 

PURPOSE / USE: 

This query is used by Fiscal to assist with reconciliation of WebIMS to Cardinal GL 

Inventory. Includes WebIMS type PO’s and Account Type of Expense Distribution 

(DST). Excludes cancelled Receivers or cancelled Received lines.   

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_WEBIMS_VCHR_PREPOST 

 

PARAMETERS: 

 Business Unit:  Required 

 District: 

 

FORMAT: 

HTML 

Excel 

HTML 
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Screen Shots: 
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PR – IMS Reqs BC Not On ACTG_LN_TB Query 

 
LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:   1/27/15 
 

DESCRIPTION: 

The IMS Reqs BC Not On ACTG_LN_TB query provides a list of outstanding IMS 

requisitions by Business Unit for a specific timeframe. 

 

PURPOSE / USE: 

This query is used by Fiscal to assist with reconciliation of WebIMS by identifying 

WebIMS related requisition lines that have not been written to the Accounting Line 

table. The query excludes requisitions that are Complete and Cancelled requisition 

lines. 

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_IMS_RQ_BC_NOT_ACTG_LN_TB 

 

PARAMETERS: 

 Business Unit: 

 Budget Date From:  Required 

 Budget Date To:  Required 

 

FORMAT: 

HTML 

EXCEL 
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Screen Shot: 
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PR – IMS Requisition Doc ID Xrefer Query 

 
LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:  1/27/15 
 
DESCRIPTION: 

The IMS Requisition Doc ID Xrefer query provides a cross reference from Cardinal 

Requisition ID’s, to WebIMS Doc ID's.  

 

PURPOSE / USE: 

This query is used by StoreKeepers to find the corresponding WebIMS Doc ID to the 

related Cardinal Requisition.  Fiscal Division uses this to reconcile IMS/Cardinal stock 

issuances.  

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_WEBIMS_IMS_DOCID_REQ_XREF 

 

PARAMETERS: 

 Unit:  Required 

 Req ID:  Required 

or 

 WebIMS Doc ID:  Required 

 

FORMAT: 

Excel 

XML 
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PR – IMS Requisition Not Journal Generated Query 

 

LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:  1/27/15 
 
DESCRIPTION: 

The IMS Requisition Not Journal Generated query provides a listing of completed IMS 

related requisitions that have not yet been journal generated.  

 

PURPOSE / USE: 

This query is used by Fiscal to find the corresponding WebIMS Doc ID to the related 

Cardinal Requisition.  Fiscal Division uses this to reconcile IMS/Cardinal stock 

issuances.  

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_WEBIMS_REQNOTJRNLGEN 

 

 

PARAMETERS: 

 Unit:  Required 

 

FORMAT: 

Excel 

XML 
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Screen Shots: 

 

 

 

 

 

 

 



                                          

277 
 

PR – IMS Requisitions Not Complete Query 

 
LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:  1/27/15 
 

DESCRIPTION: 

The IMS Requisition Not Complete query provides a list of outstanding IMS requisitions.    

 

PURPOSE / USE: 

This query is used by Fiscal to assist with reconciliation of WebIMS.  

The query excludes Completed requisitions and Cancelled requisition lines.  

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_IMS_REQ_NOT_ACTG_LN_TBL 

 

PARAMETERS: 

 Business Unit:   

 Budget Date From: Required 

 Budget Date To:  Required 

 

FORMAT: 

EXCEL 

HTML 
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Screen Shots: 
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PR – IMS_Cardinal Receipts Recon Query 

 
LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:  1/27/15 
 

DESCRIPTION: 

The IMS/Cardinal Receipts Recon query provides lists of Receipts.   

 

PURPOSE / USE: 

This query is used to view Receipts by various selection criteria.   

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_RECEIPTS_LOCATION 

 

PARAMETERS: 

 Ship To ID: 

 District: 

 Cardinal Rec #: 

 IMS Stk Loc: 

 IMS Doc ID #: 

 Receive Date From:  Required 

 Receive Date To:  Required 

 WebIMS: 

 

FORMAT: 

Excel 

HTML 
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Screen Shots: 
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PR – Inactive POs/Contracts by Date Query 

 
LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:  1/27/15 
 

DESCRIPTION: 

The Inactive POs/Contracts by Date query provides a list of POs/Contracts by the last 

activity Date. No activity represents no changes, receipts, vouchers or payments.  

 

PURPOSE / USE: 

This query can be executed by any user and is used by contract administrators to 

identify inactive POs/Contracts.  The query excludes Completed and Cancelled PO’s.      

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_PO_CNTRCT_INACTIVE 

 

PARAMETERS: 

 Business Unit: 

 PO Last Activity From:  Required 

 PO Last Activity To:  Required 

 Buyer: 

 Cntrct Category: 

 

FORMAT: 

EXCEL, HTML 

 

Screen Shots: 
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Screen Shots: 
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PR – New PCard Vendor Report Query 

 
LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:  1/27/15  
 

DESCRIPTION: 

The New PCard Vendor Report query provides a list of Merchants that have transaction 

charges on a Procurement Card and the Merchant is not associated to a Cardinal 

Vendor.  

 

PURPOSE / USE: 

This query is used by PCard Administrators to identify PCard Merchants not currently 

set up as Preferred Vendors in Cardinal. 

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_PCARD_VNDR 

 

PARAMETERS: 

 Date/Time:  Required 

 To Date:  Required 

 

FORMAT: 

EXCEL 

HTML 
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Screen Shots: 
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PR – PCard Monthly Statement Query 

 

LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:   1/27/15 
 

DESCRIPTION: 

The PCard Monthly Statement query provides a list of PCard transactions between 

certain start and end dates, for one or all Card Holders, for one or all Card Issuers, and 

with one or all statuses. 

 

PURPOSE / USE: 

This query is primarily used by PCard Holders to verify and match the PCard monthly 

statement. PCard Administrators use this query to review Card Holder transactions. 

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_PCARD_TRANS_MONTHLY_STMNT 

 

PARAMETERS: 

 Billing Date From:  Required 

 Billing Date To:  Required 

 Cardholder Name: 

 Status: 

 Card Issuer: 

 

FORMAT: 

EXCEL 

HTML 
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Screen Shots: 
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PR – PCard Transaction Approvals Query 

 
LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:  1/27/15 
 

DESCRIPTION: 

The PCard Transaction Approvals query provides a list of verified Procurement Card 

transactions ready for approval by the assigned Approver.    

 

PURPOSE / USE: 

This query is used by PCard Administrators, PCard Holders and PCard Approvers to 

review Card Holder transaction ready for approval. Select PCard transactions with 

“Verified” status.  

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_PCARD_APPROVAL 

 

PARAMETERS: 

 User:  Required 

 

FORMAT: 

EXCEL 

HTML 
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Screen Shots: 
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PR – PCard Transactions by PO Query 

 
LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:  1/27/15 
 

DESCRIPTION: 

The PCard Transactions by PO query provides a list of PCard transactions by Business 

Unit and PO ID. 

 

PURPOSE / USE: 

This query is used by PCard Administrators and PCard Holders to review Card Holder 

transactions that are related to a specific Purchase Order. 

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_PCARD_TRANS_BY_PO 

 

PARAMETERS: 

 Business Unit:  Required 

 PO ID: 

 

FORMAT: 

EXCEL 

HTML 
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Screen Shots: 
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PR – PCard Transactions by Trans Dt Query 

 

LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:  1/27/15 
 
DESCRIPTION: 

The PCard Transactions by Trans Dt query provides a list of PCard transactions 

between certain start and end dates for one or all districts, one or all Card Holders, 

billing date, and one or all statuses. 

 

PURPOSE / USE: 

This query is used by PCard Administrators and PCard Holders to review Card Holder 

transaction details. The details include the specifics of the transaction, accounting 

distributions and related voucher information.  

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_PCARD_TRANS_BY_TRANS_DT 

 

PARAMETERS: 

 Trans Date From:  Required 

 Trans Date To:  Required 

 District Account:  Required 

 Cardholder Name:  Required 

 Billing Date:  Required 

 Status:  Required 

 Voucher ID:  Required 

 Account:  Required 

 Cost Center:  Required 
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FORMAT: 

EXCEL 

XML 

 

Screen Shot: 
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PR – PCard/ISSP Un Reconciled Trans Query 

 
LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:  1/27/15 
 

DESCRIPTION: 

The PCard/ISSP Un Reconciled query provides ISSP transaction ticket items that have 

not been reconciled by cardholder. Merchant provided description details are also 

shown when available.  

 

PURPOSE / USE: 

This query is used by ISSP and PCard Reconcilers to review unreconciled transactions 

and the related details.  

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_UNRECONCILED_TRNSCTNS 

 

PARAMETERS: 

 Card Issuer:  Required 

 Name: 

 District: 

 

FORMAT: 

 Excel 

HTML 
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Screen Shots: 
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PR – POs Not Linked to Contracts/Evt Query 

 
LAST REVISION:  1/27/15  
 
LOADED INTO CATALOGUE:  1/27/15  
 

DESCRIPTION: 

The POs not linked to Contracts/Evt query displays PO information for purchase orders 

not linked to a contract defined by date selection and amount.  

 

PURPOSE / USE: 

This query can be executed by any user and is used by Auditors to identify POs not 

linked to existing contracts or a Sourcing Event.  Excludes Completed and Cancelled 

Purchase Orders.      

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_POS_WO_CNTRCT_EVENT 

 

PARAMETERS: 

 Entered Date From:  Required 

 Entered Date To:  Required 

 PO Amount Greater Than: 

 

FORMAT: 

HTML 

Excel 

HTML 
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Screen Shots: 
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PR – Solicitation Type Report Query 

 
LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE: 1/27/15 
 

DESCRIPTION: 

The Solicitation Type Report query provides a list of sourcing events by type for a 

specific time period. The query will show the resulting award type and purchase order 

number.   

  

PURPOSE / USE: 

This query is used by Buyers and Procurement Managers to review sourcing event 

results. 

  

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_PRMTHD 

 

PARAMETERS: 

 Post Date – Start: Required 

 Post Date – End:  Required 

 Solicitation Type:  Required 

 Buyer: 

 

FORMAT: 

Excel 

HTML 
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Screen Shots: 
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PR – Voucher Distribs Contract/PO Query 

 

LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:   1/27/15 
 

DESCRIPTION: 

The Voucher Distribution Contract/PO query displays PCard accounting distribution 

data against transactions related to a specified Contract or PO, to include Voucher and 

Receiver information.  

 

PURPOSE / USE: 

This query can be executed by any user and is used by contract administrators in 

managing PCard payments related to contracts and purchase orders.  Excludes deleted 

Vouchers.  

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_CNTRCT_PO_PCARD_VCHR 

 

PARAMETERS: 

 Business Unit: 

 Department 

 Contract ID: 

 PO ID: 

 Accounting Date From: 

 Accounting Date To:  

 

FORMAT: 

Excel 

HTML 
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Screen Shots: 
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PR – WEBIMS Item Cross Reference Query 

 
LAST REVISION:  1/27/15 
 
LOADED INTO CATALOGUE:  1/27/15 
 

DESCRIPTION: 

The WEBIMS Item Cross Reference query provides a cross reference from WebIMS 

Item ID to NIGP Item ID.  

 

PURPOSE / USE: 

This query is used by Requestors and StoreKeepers to find the corresponding WebIMS 

number to the NIGP Item ID. 

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

V_PR_WEBIMS_ITEM_XREF 

 

PARAMETERS: 

 SetID:  Required 

 Item: 

 WebIMS Item ID: 

 

FORMAT: 

Excel 

HTML 
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Screen Shots: 
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Reports 
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PR – Purchase Order Activity Report 

 
LAST REVISION:  2/5/2015 
 
LOADED INTO CATALOGUE:  2/5/2015 
  
DESCRIPTION: 

The Activity Report provides purchase order details for the purchasing business unit, GL 

business unit, department, and associated dates.  

 

PURPOSE / USE: 

This report can be executed by any user to perform comparisons and resolve 

discrepancies.  

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Purchasing > Purchase Orders > Reports > Activity 

 

PARAMETERS: 

 Business Unit: 

 GL Business Unit: 

 Department: 

 Include Cancelled POs? 

 Include Open/Pending App POs? 

 From Date: 

Option: Nbr Days: Date 

 Through Date 

Option: Nbr Days: Date 

 

FORMAT: 

PDF 
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Screen Shots: 
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PR – Average Item Price Report 

 
LAST REVISION:  2/02/15 
 
LOADED INTO CATALOGUE: 2/02/15 
 
DESCRIPTION: 

The Average Item Price Report provides users with the ability to review the items 

purchased by item number or commodity code for a specific organizational unit or roll 

up. This report lists the quantity and price with the PO ID, with an overall average price.  

 

PURPOSE / USE: 

This report can be executed by any user and is used by Buyers and Requestors to 

determine price patterns, estimate future prices and determine procurement strategies.  

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Purchasing > Purchase Orders > Reports > Average Item Price 

 

PARAMETERS: 

Required 

 From and To Date: 

 Business Unit 

 Category ID: 
OR 

 Item ID: 
 

Optional 

 Department: 

 Ship To:  

 

FORMAT: 

PDF 
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Screen Shots: 
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PR – Buyers Report 

 
LAST REVISION:  2/5/2015 
 
LOADED INTO CATALOGUE:   2/5/2015 
 
DESCRIPTION: 

The Buyers Report provides information on requisitions, strategic sourcing events, and 

related purchase orders and contracts for a given period of time.  

 

PURPOSE / USE: 

This report is used by Buyers and Managers to review Buyer activities and 

accomplishments by timeline.   

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Purchasing > Purchase Orders > Reports > Buyers Report 

 

PARAMETERS: 

 SetID: 

 Business Unit: 

 Buyer’s Worklist From Date: 

 Buyer’s Worklist To Date: 

 Department: 

 Buyer Name: 

 

FORMAT: 

PDF 
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Screen Shots: 
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PR – Detail Listings Report 

 
LAST REVISION:  2/5/2015 
 
LOADED INTO CATALOGUE: 2/5/2015 
 
DESCRIPTION: 

The Detail Listing Report provides a granular view of purchase orders defined by 

specific selection criteria. The report identifies each purchase order to include date, 

vendor, Item description, quantity, price and related contract ID (as applicable). 

 

PURPOSE / USE: 

This report can be executed by any user and is used by Buyers and Managers to 

display a specific selection of purchase orders. The report identifies those Purchase 

Orders by Buyer, Vendor or Date and displays line details and prices. 

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Purchasing > Purchase Orders > Reports > Detail Listings 

 

PARAMETERS: 

 Business Unit: 

 From Date: 

 Through Date: 

 Vendor SetID: 

 Vendor ID: 

 Buyer: 

 

FORMAT: 

PDF 
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Screen Shots: 
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PR – Purchase Order Expediting Report 

 
LAST REVISION:   2/05/2015 
 
LOADED INTO CATALOGUE:   2/05/2015 
 

DESCRIPTION: 

The Expediting Report identifies and summarizes outstanding purchase orders by 

specific selection criteria.  This report is similar to the Listing Report.  

 

PURPOSE / USE: 

Buyers and Managers can utilize this report to manage the delivery of goods and 

services in a timely manner.  The report is run by Buyer, Vendor or Date(s).  

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Purchasing > Purchase Orders > Reports > Expediting 

 

PARAMETERS: 

 From Date: 

 Through Date: 

 Vendor SetID: 

 Vendor ID: 

 Buyer: 

 

FORMAT: 

PDF 
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Screen Shots: 
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PR – Purchase Order Listings Report 

 
LAST REVISION:  2/05/2015 
 
LOADED INTO CATALOGUE:  2/05/2015 
 

DESCRIPTION: 

The Listing Report provides a high level summarization of purchase orders by using 

specific selection criteria.  This report is similar to the Expediting Report. 

 

PURPOSE / USE: 

Buyers and Managers can utilize this report to measure production and performance for 

specific purchase orders. The report is run by Buyer, Vendor,  PO Date(s) and/or 

Status.   

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Purchasing > Purchase Orders > Reports > Listings 

 

PARAMETERS: 

 Business Unit: 

 From Date: 

 Through Date: 

 Vendor SetID: 

 Vendor ID: 

 Buyer: 

 PO Status: 

 

FORMAT: 

PDF 
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Screen Shots: 
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PR – Non-Owned History Report 

 
LAST REVISION:  2/5/2015 
 
LOADED INTO CATALOGUE:   2/5/2015 
 
DESCRIPTION: 

The Non-Owned History Report provides summarized information for nonstock items for 

business units and departments.  

 

PURPOSE / USE: 

This report can be executed by any user to evaluate the purchase of non-stock items, 

consolidate purchasing transactions, establish and maintain budgets, and anticipate 

future supply and inventory needs.   

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Purchasing > Purchase Orders > Reports > Non-Owned History 

 

PARAMETERS: 

 Business Unit: 

 From Date: 

 To Date: 

 Department: 

 From Department: 

 To Department: 

 Item ID: 

 From Item ID: 

 To Item ID: 

 

 

FORMAT: 

PDF 
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Screen Shots: 
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PR – PO Balance Detail Report 

 
LAST REVISION:  2/5/2015 
 
LOADED INTO CATALOGUE:   2/5/2015 
 
DESCRIPTION: 

The PO Balance Detail Report provides an overview of Purchase Order activities to 

include the related Contract, Receivers and Vouchers.  Line quantities and amounts 

expended and remaining balances are also displayed.  

 

PURPOSE / USE: 

Contract Administrators, Buyers and Managers can utilize this report to monitor 

activities against a contact and to view outstanding balances, the received amount and 

voucher amounts against any related PO. 

  

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Purchasing > Purchase Orders > Reports > PO Balance Detail Report 

 

PARAMETERS: 

 Business Unit: 

 PO Number: 

 Contract ID: 

 Vendor ID: 

 Buyer: 

 PO Status: 

 From Date: 

 To Date: 

 

FORMAT: 

PDF 
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Screen Shots: 

 

 

 



                                          

320 
 

 

PR – Requisition/PO Xref Report 

 
LAST REVISION:  2/5/2015 
 
LOADED INTO CATALOGUE: 2/5/2015 
 
DESCRIPTION: 

The Requisition/PO Xref Report displays requisition details and corresponding 

information once transitioned into a purchase order.   

 

PURPOSE / USE: 

This report can be executed by any user and is used to display a selected date range of 

requisitions that were copied into purchase orders. Requisitions that are not PO related 

are excluded from the report.  

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Purchasing > Requisitions > Reports > PO/Requisition Xref 

 

PARAMETERS: 

 From Date: 

 Through Date: 

 Business Unit:  

 

FORMAT: 

Online 

 

 



                                          

321 
 

 

Screen Shots: 
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PR – Retainage Detail Report 

 
LAST REVISION:  2/5/2015 
 
LOADED INTO CATALOGUE: 2/5/2015 
 
DESCRIPTION: 

The Retainage Detail Report provides details for outstanding internal retainage 

associated to contracts. 

 

PURPOSE / USE: 

This report is used by Fiscal Division to report outstanding retainage balance. 

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Purchasing > Purchase Orders > Reports > Retainage Detail Report 

 

PARAMETERS: 

 Business Unit: 

 From Accounting Date: 

 Fiscal Year: 

 To Accounting Period: 

 

FORMAT: 

PDF 
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Screen Shots: 
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PR – Schedule Listings Report 

 
LAST REVISION:  2/02/15 
 
LOADED INTO CATALOGUE: 2/02/15 
 
DESCRIPTION: 

The Schedule Listing Report displays Purchase Order Shipping details by selected 

criteria of Date, Vendor or Buyer.  Using the selection criteria, the report identifies each 

purchase order to include vendor, Item description, and quantity, price, shipping location 

and due date.      

 

PURPOSE / USE: 

This report can be executed by any user and is used by Buyers and Managers to 

display a specific selection of purchase orders. The report identifies those Purchase 

Orders by Buyer, Vendor or Date and displays line details and shipping data.     

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Purchasing > Purchase Orders > Reports > Schedule Listings 

 

PARAMETERS: 

 Business Unit: 

 From Date: 

 Through Date: 

 Vendor SetID: 

 Vendor ID: 

 Buyer: 

 

FORMAT: 

PDF 
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Screen Shots: 
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PR – Status Listings Report 

 
LAST REVISION:  2/02/15 
 
LOADED INTO CATALOGUE: 2/02/15 
 
DESCRIPTION: 

This Status Listing Report displays Purchase Order Status by Vendor or Item ID.  Using 

any date selection criteria, the report identifies all purchase orders by the specific item 

or vendor in ascending order. 

 

PURPOSE / USE: 

This report can be executed by any user and is used by Buyers and Managers to 

identify all POs by Vendor or by Item to measure the quantity or amount over a period of 

time. 

 

NAVIGATION PATH: 

You can navigate to this report through the following path: 

Main Menu > Purchasing > Purchase Orders > Reports > Status Listings 

 

PARAMETERS: 

 Business Unit: 

 From Date: 

 Through Date: 

 

FORMAT: 

PDF 
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Screen Shots: 
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TA - Approve Time and Exceptions – Exceptions Inquiry 

 
LAST REVISION:  12/20/12 
 
LOADED INTO CATALOGUE: 12/21/12 
 

DESCRIPTION: 

The Exceptions inquiry is part of a set of three inquiries grouped under Approve Time 

and Exceptions for Time and Attendance Manager Self Service.  The three inquiries 

include: 

 Reported Time 

 Payable Time 

 Exceptions 

 

An Exception is an error or warning generated by the Time Administration process 

during the validation of Reported Time timesheet transactions, including both productive 

and non-productive time.  There are two groups of Exceptions: 1) Low and Medium 

Exceptions and 2) High Exceptions.  Low and Medium Exceptions can be allowed, 

disallowed, or ignored by a supervisor in reviewing the timesheet.  A High Exception 

must be corrected and the timesheet resubmitted.   

 

The most frequently used selection criteria for the Exceptions inquiry is the Reports To 

Position Number of the Manager.  The inquiry displays all outstanding Exceptions that 

have not yet been allowed or disallowed.  As opposed to approving or denying, 

Exceptions are allowed or disallowed.   

 

PURPOSE / USE: 

The Exceptions inquiry is a tool that retrieves timesheet transactions with outstanding 

Exceptions and then enables managers to select those Exception transactions either 

individually or Select All to Allow or Disallow.  The system lists all of the Exceptions for 

all of the employees together in one list.  Exceptions can be selected, reviewed, allowed 

(or disallowed) and saved individually or you can choose Allow All (or Disallow All) and 

Save. 

 

NAVIGATION PATH: 

You can navigate to this inquiry using the following path: 

Cardinal FIN > Cardinal HCM > Main Menu > Manager Self Service > Time 

Management > Approve Time and Exceptions > Exceptions 

 

PARAMETERS: 
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 There are different combinations of Employee Selection Criteria.  For the 

Manager using this Manager Self Service inquiry, the best selection criteria is 

using their own position number as the Reports To Position Number.   

 There is no date selection criteria for Exceptions. 

 

FORMAT: 

Online 

Approval Time and Exceptions: 

 

Exceptions Inquiry Selection Criteria: 

 
 
 

Exception Instructions:  

 Allowing a Low or Medium exception will enable the time to be processed and 
create payable time without having to resolve the exception.   

 Once an exception has been allowed, it will no longer appear on this page.   

 Time that has an exception with a Low or Medium severity level will still create 
payable time.  Therefore, a Low or Medium exception can be ignored. 

 Exceptions with a source of Time Administration can only be resolved by running 
the Time Administration process.   

 Payable Time will not be created for time with a High severity exception.  High 
exceptions must be corrected. 



                                          

331 
 

 
 
 
 
Select Exceptions to review and Allow or Disallow: 

 
 
Review Overview and Details for Overtime Rule: 

 

Review Overview and Details for Absence and RPTD Time < Schdle Rule: 

 
 

To allow low and medium Exceptions, check specific Exceptions in the Allow column (as 
noted in the following examples  ) or click Allow All.  Then click Save.   
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Upon successful completion of the Save process, the checkbox in the Allowed rows 
disappears.  All Exceptions Allowed and Saved successfully will not be included in the 
next execution of this query for the same selection criteria. 
 
The Allow cell is cleared for those Exceptions successfully Allowed: 
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TA - Approve Time and Exceptions – Payable Time Inquiry 

 
LAST REVISION:  12/20/12 
 
LOADED INTO CATALOGUE: 12/21/12 
 

DESCRIPTION: 

The Payable Time inquiry is part of a set of three inquiries grouped under Approve Time 

and Exceptions for Time and Attendance Manager Self Service.  The three inquiries 

include: 

 Reported Time 

 Payable Time 

 Exceptions 

 

The Payable Time inquiry displays all employees meeting the selection criteria (i.e., 

typically, the Reports To Position Number of the Manager, date range) having Payable 

Time that needs approval or denial.   

 

PURPOSE / USE: 

The inquiry is a tool that retrieves Payable Time transactions and then allows managers 

to select those transactions for review and approval or denial.  Each employee name 

listed is linked.  When you click on a linked employee’s name the system then displays 

a list of Payable Time transactions for that employee which have not yet been 

approved.  Those transactions can be selected, reviewed, and approved individually or 

you can choose Select All and Approve for the entire group. 

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Cardinal FIN > Cardinal HCM > Main Menu > Manager Self Service > Time 

Management > Approve Time and Exceptions > Payable Time 

 

PARAMETERS: 

 There are different combinations of Employee Selection Criteria.  For the 

Manager using this Manager Self Service inquiry, the best selection criteria is 

using their own position number as the Reports To Position Number.   

 Start Date and End Date 

 

FORMAT: 

Online 

Approval Time and Exceptions: 
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Payable Time Inquiry Selection Criteria: 

 
 
Employees who meet the selection criteria: 
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Payable Time Approval Details for selected employee: 

 

Approval Confirmation for selected employee Payable Time: 

 

 
Save Confirmation: 

 
 

Return to Approval Summary: 
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TA - Approve Time and Exceptions – Reported Time Inquiry 

 
LAST REVISION:  12/19/12 
 
LOADED INTO CATALOGUE: 12/21/12 
 

DESCRIPTION: 

The Reported Time inquiry is part of a set of three inquiries grouped under Approve 

Time and Exceptions for Time and Attendance Manager Self Service.  The three 

inquiries include: 

 Reported Time 

 Payable Time 

 Exceptions 

 

The Reported Time inquiry displays all employees meeting the selection criteria (i.e., 

typically, the Reports To Position Number of the Manager, date to view all time after) 

having Reported Time that needs approval or denial. 

 

PURPOSE / USE: 

This inquiry is used to identify those Reported Time transactions (Absences) that need 

review and approval (or denial). 

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Cardinal FIN > Cardinal HCM > Main Menu > Manager Self Service > Time 

Management > Approve Time and Exceptions > Reported Time 

 

PARAMETERS: 

 There are different combinations of Employee Selection Criteria.  For the 

Manager  using this Manager Self Service inquiry, the best selection criteria is 

using their own position number as the Reports To Position Number.   

 

FORMAT: 

Online 
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Inquiry Selection Criteria: 

 
 
Employees who meet the selection criteria: 

 
 
Reported Time Status for a selected employee: 

 

Reported Time Summary for a selected employee: 
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TA – Self Service Absence Balances – Forecast Balances Inquiry 

 
LAST REVISION:  12/28/12 
 
LOADED INTO CATALOGUE: 12/28/12 
 

DESCRIPTION: 

The Absence Balances inquiry is part of a set of inquiries grouped under Time 

Reporting, View Time for Time and Attendance Self Service.  The six inquiries include: 

 Payable Time Summary 

 Payable Time Detail 

 Exceptions 

 Absence Balances 

 Absence Request History 

 Compensatory Time 

 

This inquiry displays current absence entitlement balances for the Self Service user. 

 

PURPOSE / USE: 

For inquiries the concept of Self Service means the user is the employee for which Self 

Service inquiries display data.  From the View Time Menu when you click on Absence 

Balances the system displays the View Absence Balances page with each of your 

possible absence entitlements and related balance information.  In addition, there is a 

link to Forecast Balance at the bottom of the page. 

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu > Self Service > Time Reporting > View Time > Absence Balances 

 

PARAMETERS: 

 There are no selection criteria required to enter the Absence Balances page 

 

FORMAT: 

Online 
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Self Service View Time: 

 
 
Absence Balances Overview: 

 
: 
 
Forecast Balance –  

Forecast Balance is part of the overall Absences Balances functionality.  To initiate the 

Forecast Balance calculation you specify an As of Date, select the Filter by Type related 

to the Absence Name (or select All), select an Absence Name (leave type) that you 

want to forecast, and then click the Forecast Balance button.   
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In the following example the As of Date is the most current date.  The Current Balance 

as reported on the Current Balance Page is also displayed on the Forecast Balance 

page. 

 

When you click the Forecast Balance button, the Forecast Results are displayed.  
Having used the most current period end date as the As of Date, the Forecasted 
Balance in this example is the same as the Current Balance. 

 
 
 
The next example increments the As of Date for Vacation to the next Pay Period End  
Date.  With no other Vacation activity the difference between the forecasted results of 
these two periods should be the employee’s accrued Vacation hours. 
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The Forecast Balance Details reports a value of 171.85 hours thru 12/24/2012.  With no 
other Vacation activity in this period, you can calculate that this employee currently 
earns 9 hours of Vacation time per pay period  (171.85 – 162.85). 

 
 

In an example for another leave type, the Current Balance Page reports 22.60 hours of 
VSDP Sick Leave as of the current date through the end of the leave year. 

 
 
Forecasting VSDP Sick Leave through the last day in the current leave year 
(01/09/2013) yields the following results. 
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Forecasting VSDP Sick Leave with an As of Date 01/10/2013, the first day of the new 
leave year, results in the VSDP Sick Leave Forecast Balance being reset to the annual 
VSDP Sick Leave amount.  The Current Balance remains the same. 

 
 
 

The Forecast Balance function is a powerful and very easy tool to use.  Probably the 

most common use of the Forecast Balance function is when you want to find out how 

many hours of Vacation you will have five or six months from now given your 

outstanding leave requests between now and then. 

  
To continue reviewing current leave type balances click the Return to View Absence 
Balances link. 
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TA – Self Service Absence Request History Inquiry 

 
LAST REVISION:  12/28/12 
 
LOADED INTO CATALOGUE: 12/28/12 
 

DESCRIPTION: 

This Absence Request History inquiry is part of a set of inquiries grouped under Time 

Reporting, View Time for Time and Attendance Self Service.  The six inquiries include: 

 Payable Time Summary 

 Payable Time Detail 

 Exceptions 

 Absence Balances 

 Absence Request History 

 Compensatory Time 

 

This inquiry displays Absence Request History for the Self Service user. 

 

PURPOSE / USE: 

For inquiries the concept of Self Service means the user is the employee for which Self 

Service inquiries display data.  From the View Time Menu when you click on Absence 

Balances the system defaults a current period date range.   To retrieve a complete 

history, leave From and Through dates blank and select the Refresh button.  Select the 

absence name link to view request details. Select edit button to modify or delete the 

request. 

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu > Self Service > Time Reporting > View Time > Absence Request History 

 

PARAMETERS: 

 There are no selection criteria required to enter the Absence Balances page 

 

FORMAT: 

Online 

 

Self Service View Time: 
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Absence Request History: 

 
: 
Select absence and edit button: 
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Request History Detail and then Return to Absence Request 
History:
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TA – Self Service Compensatory Time Inquiry 

 
LAST REVISION:  12/28/12 
 
LOADED INTO CATALOGUE: 12/28/12 
 

DESCRIPTION: 

The Compensatory Time inquiry is part of a set of inquiries grouped under Time 

Reporting, View Time for Time and Attendance Self Service.  The six inquiries include: 

 Payable Time Summary 

 Payable Time Detail 

 Exceptions 

 Absence Balances 

 Absence Request History 

 Compensatory Time 

 

This inquiry displays Compensatory Time for the Self Service user. 

 

PURPOSE / USE: 

For inquiries the concept of Self Service means the user is the employee for which Self 

Service inquiries display data.  From the View Time Menu when you click on 

Compensatory Time the system defaults the current date and display the Compensatory 

Time page.  Compensatory Time ages out at 365 days.  In addition to displaying the 

balance of Compensatory Time available at the start of the current day, the page has 

the ability to “Show Time Expiring in the Next 30 Days, Next 90 Days, One Year, or 

Show All”. 

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu > Self Service > Time Reporting > View Time > Compensatory Time 

 

PARAMETERS: 

 There are no selection criteria required to enter the Compensatory Time page. 

 

FORMAT: 

Online 

 

Self Service View Time: 
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Compensatory Time: 
Note: Show Time Expiring in “Next 30 Days” 

 
: 
Note: Show Time Expiring in”One Year”: 
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TA – Self Service Exceptions Inquiry 

 
LAST REVISION:  12/28/12 
 
LOADED INTO CATALOGUE: 12/28/12 
 

DESCRIPTION: 

The Exceptions inquiry is part of a set of inquiries grouped under Time Reporting, View 

Time for Time and Attendance Self Service.  The six inquiries include: 

 Payable Time Summary 

 Payable Time Detail 

 Exceptions 

 Absence Balances 

 Absence Request History 

 Compensatory Time 

 

The Exceptions inquiry displays the status of Exceptions for the Self Service user. 

 

An Exception is an error or warning generated by the Time Administration process 

during the validation of Reported Time timesheet transactions, including both productive 

and non-productive time.  The Exceptions inquiry displays all outstanding exceptions 

that have not yet been allowed or disallowed by a manager.  There are two groups of 

Exceptions: 1) Low and Medium Exceptions and 2) High Exceptions.  Low and Medium 

Exceptions can be allowed, disallowed, or ignored by a supervisor in reviewing the 

timesheet.  A High Exception must be corrected and the timesheet resubmitted.   

 

PURPOSE / USE: 

For inquiries the concept of Self Service means the user is the employee for which Self 

Service inquiries display data.  From the View Time Menu when you click on Exceptions 

the system displays all outstanding Exceptions.  The initial page displayed is an 

overview of your outstanding exceptions.  You can click on the Details tab to expand the 

display to view more detailed explanations of the exceptions.  Any High exceptions must 

be corrected in order to be approved. 

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu > Self Service > Time Reporting > View Time > Exceptions 

 

PARAMETERS: 

 There is no selection criteria required to enter the Exceptions page 



                                          

349 
 

 

FORMAT: 

Online 

 

 

Self Service View Time: 

 

Exceptions Overview: 

 
 
Exceptions Details: 
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TA – Self Service Payable Time Detail Inquiry 

 
LAST REVISION:  12/28/12 
 
LOADED INTO CATALOGUE: 12/28/12 
 

DESCRIPTION: 

This Payable Time Detail inquiry is part of a set of inquiries grouped under Time 

Reporting, View Time for Time and Attendance Self Service.  The six inquiries include: 

 Payable Time Summary 

 Payable Time Detail 

 Exceptions 

 Absence Balances 

 Absence Request History 

 Compensatory Time 

 

The Payable Time Detail inquiry displays the status of detail Payable Time for the Self 

Service user. 

 

PURPOSE / USE: 

For inquiries the concept of Self Service means the user is the employee for which Self 

Service inquiries display data.  From the View Time Menu when you click on Payable 

Time Detail the system displays your detail Payable Time data for the most current Start 

and End Date Range.  You can change the Start and End Dates on the Payable Time 

Detail Page. The page displays the Payable Time status of your timesheet transactions 

for the selected date range.  For example, the Payable Status of Needs Approval 

indicates that your supervisor has not yet approved (or denied) that particular timesheet 

transaction. 

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu > Self Service > Time Reporting > View Time > Payable Time Detail 

 

PARAMETERS: 

 There are no selection criteria required to enter the Payable Time Detail page 

 Start Date and End Date can be changed 

 

 

FORMAT: 

Online 
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Self Service View Time: 

 

Payable Time Detail: 

 
 
 



                                          

352 
 

TA – Self Service Payable Time Summary Inquiry 

 
LAST REVISION:  12/28/12 
 
LOADED INTO CATALOGUE: 12/28/12 
 

DESCRIPTION: 

This Payable Time Summary inquiry is part of a set of inquiries grouped under Time 

Reporting, View Time for Time and Attendance Self Service.  The six inquiries include: 

 Payable Time Summary 

 Payable Time Detail 

 Exceptions 

 Absence Balances 

 Absence Request History 

 Compensatory Time 

 

The Payable Time Summary inquiry displays summarized Payable Time for the Self 

Service user. 

 

PURPOSE / USE: 

For inquiries the concept of Self Service means the user is the employee for which Self 

Service inquiries display data.  From the View Time Menu when you click on Payable 

Time Summary the system displays your summarized Payable Time data for the most 

current Start and End Date Range.  You can change the Start and End Dates. You can 

change the weeks displayed by clicking Next Week and Previous Week.  From the 

Summary Page you can navigate directly to the Payable Time Detail Page by clicking 

the Detail Page link at the bottom of the page. 

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu > Self Service > Time Reporting > View Time > Payable Time Summary 

 

PARAMETERS: 

 There are no selection criteria required to enter the Payable Time Summary page 

 Start Date and End Date 

 Next Week and Previous Week 

 

FORMAT: 

Online 
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Self Service View Time: 

 

Payable Time Summary: 
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TA - View Exceptions Employee Self Service Inquiry 

LAST REVISION:  12/27/12 
 
LOADED INTO CATALOGUE: 12/27/12 
 

DESCRIPTION: 

The Time Administration batch process validates Reported Time submitted on 

timesheets against Time Reporting Rules and generates Payable Time. As part of that 

process, it also creates exceptions (warnings or errors).  The View Exceptions online 

inquiry is part of the overall Timesheet Page.  To access exceptions data on the 

Timesheet Page, expand the Reported Time Status line located below the Timesheet 

Grid. 

 

There are two groups of Exceptions: 1) Low and Medium Exceptions and 2) High 

Exceptions.  Low and Medium Exceptions can be allowed, disallowed, or ignored by a 

supervisor in reviewing the timesheet.  A High Exception must be corrected and the 

timesheet resubmitted.   

 

PURPOSE / USE: 

This online inquiry is used to provide self service employees the status of the Reported 

Time recorded on their timesheet. 

 

NAVIGATION PATH: 

You can navigate to this online inquiry using the following path: 

Main Menu > Self Service > Time Reporting > Timesheet 

 

PARAMETERS: 

 Signed into Cardinal as a Self Service employee, the navigation takes you to 

your Timesheet Page.  Enter the desired date, which normally is a Monday date. 

 

FORMAT: 

Online 

 

Self Service Timesheet Page  
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Expand Reported Time Status 
In addition to Reported Status of Saved, Submitted, Needs Approval, Approved, and Denied, the last 
column identifies timesheet transactions that have an exception.   

 
 
As a Self Service Timesheet, the employee can double click on the exception icon and the system 
displays description of the exception at Overview and Details levels. 
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Queries 
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TA - Absence Balance Adjustments Query 

 
LAST REVISION:  12/14/12 
 
LOADED INTO CATALOGUE: 12/14/2012 
 

DESCRIPTION: 

This query lists absence balance adjustment transaction data including employee 

identification information, absence calendar information, absence adjustment type and 

amount, and date and time update information.   

 

PURPOSE / USE: 

Given the balance adjustment transaction identifying information, you can search for 

balance adjustment s for an individual employee, review adjustments byDepartment or 

by absence type and Calendar ID.  You can easily further research related absence 

adjustment information via online inquiry as demonstrated in the example below.   

 

NAVIGATION PATH: 

You can navigate to this query using the following path: 

Cardinal FIN > Cardinal HCM > Main Menu > Reporting Tools > Query > Query 

Manager > V_TA_ABS_ADJUSTMENTS 

 

PARAMETERS: 

 Employee ID 

 Department 

 Calendar ID 

 

FORMAT: 

HTML or CSV to Excel 

 

Query Selection Criteria: 
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Query Results: 

 

Using query results to further research adjustments online: 
For the online inquiry you can search using the Empl ID and the Calendar ID. 

 

The online inquiry results correspond to the query: 
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TA - Employee Reporting to Vacant Position Query 

 
LAST REVISION:  12/14/12 
 
LOADED INTO CATALOGUE: 12/14/2012 
 

DESCRIPTION: 

An employee’s related Reports To position can be an active position but be vacant at 

the same time.  The Reports To position is a key role in Cardinal approvals.  This query 

identifies employees whose Reports To position is vacant.   

 

PURPOSE / USE: 

This query is used to identify employees with no approver for their Timesheets and 
Absence Requests that require manual intervention to process their Timesheets.  The 
query should be run at the district and Central Office level on at least a monthly basis. 
 

NAVIGATION PATH: 

You can navigate to this query using the following path: 

Cardinal FIN > Cardinal HCM > Main Menu > Reporting Tools > Query > Query Viewer 

> V_TA_EMPL_REPORT_TO_VACANT_POS 

 

PARAMETERS: 

There are no query selection criteria.  When the query is selected to run either to HTML 

or Excel, the query executes and returns all active Reports To positions which are 

vacant. 

 

FORMAT: 

HTML or CSV to Excel 

 

Query output: 
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Reports 
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TA - Employee Leave Report 

 
Rpt Nbr: VTAR0010 
 
LAST REVISION:  12/07/12 
 
LOADED INTO CATALOGUE: 12/07/2012 
 

DESCRIPTION: 

The Employee Leave Detail Report provides leave balances and related detail 

transactions (if selected) for: 

• an individual employee 

• a specified organization  

• a specified group of organizations such as a district-wide or residency-wide as 

reflected on the organization tree  

 

The leave types included in the summary section include all leave types that have had 

any activity from the beginning of the Leave Year through the Pay Period End Date as 

specified in the run control parameters.  At a minimum this includes leave types that 

accrue (e.g., vacation and sick).  

 

PURPOSE / USE: 

This report is used by employees to monitor leave balances as well as supervisors in 

managing employee leave activity. 

 

NAVIGATION PATH: 

You can navigate to this report using the following path: 

Cardinal FIN > Cardinal HCM > Main Menu > myCardinal HCM > HCM Report 

Execution > TA Reports > Employee Leave Report 

 

PARAMETERS: 

 Set Id 

 Business Unit  

 Empl ID 

or 

 Department 

o Node Only 

 Pay Period End Date (always use the most recent Finalized Pay Period End 

Date) 

 Detail Transactions (optional) 
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FORMAT: 

PDF 

 

Report Run Control: 

 
 

Report  Section 1:  

 
 
Report Section 2: 

 

 
Report Section 3: 
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TA - Potential Vacation Leave Forfeiture Report 

 
Rpt Nbr: RTA012 
 
LAST REVISION:  12/17/12 
 
LOADED INTO CATALOGUE: 12/17/2012 
 

DESCRIPTION: 

The report provides projected vacation leave information within a predefined timeframe, 

including projected accruals and potential loss. The report can be requested for an 

employee or for a specified organization or specified group of organizations such as 

district-wide or residence-wide.  The report must be run for a future pay period end date 

to project the vacation balance.  Typically, this is the leave year end date and should not 

be a date beyond the current leave year end date. 

 

PURPOSE / USE: 

The report is used to help determine if employees might forfeit hours at leave year end if 

the projected balances are in excess of the carryover maximum.  This report notifies 

supervisors, employees, and timekeepers about employee’s losing leave within a 

predefined timeframe.  The report is used by self-service employees, supervisors, 

managers, and HR personnel as the leave year end approaches as a tool to assist in 

the leave year end carryover and closeout process. 

 

As an example of one of the key uses of this report, the following extract from the VDOT 

Employee News, Weekly Report specifically addresses the use of both the Potential 

Vacation Leave Forfeiture Report and the Timesheet Report. 

 

Leave Year End 
Contact Your Local Payroll Office For Details 
As we are approaching the end of this leave year on Jan. 9, 2013, there are a couple 
items you should be aware of.  
 
Submit all carryover approvals to your local payroll office by Jan 4, 2013, to ensure the 
approved hours are entered during the completion of the leave year end processes. 
There is still a lot of leave in “saved” or “needs approval” status that goes back to the 
beginning of the leave year, which results in inaccurate balances. The leave schedule for 
2013 has not been established in Cardinal yet, so any leave you attempt to enter will not 
forecast successfully. If you have attempted to enter any leave past Jan. 9, 2013, work 
with your local payroll office to have it deleted. Contact your local payroll office for more 
information. 
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NAVIGATION PATH: 

You can navigate to this report using the following path: 

Cardinal FIN > Cardinal HCM > Main Menu > myCardinal HCM > HCM Report 

Execution > TA Reports > Potential Leave Forfeiture 

 

PARAMETERS: 

 Set ID 

 Business Unit  

 Pay Period End Date  
This date must be a future pay period end date (typically the current leave 
year end date) and should not be a date beyond the current leave year 
end date. The data shown on the report uses the vacation balance and 
accrual rate from the last finalized pay period and projects accruals 
through the selected Pay Period End Date.   

 Employee ID  

 Department 
 

FORMAT: 

PDF or CSV to Excel 

 

Run Control Screen Shot: 

 

Report Output: 
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TA - Timesheet Report 

 
Rpt Nbr: VTAR0026 
 
LAST REVISION:  12/06/2012 
 
LOADED INTO CATALOGUE: 12/07/2012 
 

DESCRIPTION: 

This detailed spreadsheet report is run by Employee ID, Reports to Position Number, or 

Department ID.  Based upon the run control selection criteria the report identifies 

employees, TRCs, hours, approvers, timesheet submission status, timesheet approved 

status, accounting distributions and Time Administration generated exceptions. 

 

PURPOSE / USE: 

This report is used to: 

 Review Timesheet submissions / approvals 

 Determine whether there are errors on any Timesheets 

 Review employees’ daily accounting distributions 

 Identify employees whose time needs to be submitted or approved 
 

NAVIGATION PATH: 

You can navigate to this report using the following path: 

Cardinal FIN > Cardinal HCM > Main Menu > myCardinal HCM > HCM Report 

Execution > TA Reports > Timesheet Report 

 

FORMAT: 

CSV to Excel 

 

Run Control: 

PARAMETERS: 

 Business Unit  

 Set ID 

Select Pay Period End Date  

 Pay Period End Date 

or From/To Date: 

 From Pay Period End Date 

 To Pay Period End Date 

Employees to Process: 

 Reports To Position 

 Empl ID 
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 Department  

o Node Only 

Employee Type: 

 Salaried 

 Hourly 

 

Show All Statuses 

 Action Required Only 

 

Time Reporting Codes (Optional) 

 

Timesheet Report Run Control: 

 

Report Output: 

The first part of the Timesheet Report heading is comprised of the Run Date, Run Time, 
Report ID, etc.  The remainder of the heading provides the report run control criteria. 
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The main body of the Timesheet Report contains daily timesheet transaction data 
documenting: 

 Period and daily dates, employee and their reports data 

 Type of time and hours reported, approver, exceptions,  timesheet submitted, 
and approval status generated by the Time Administration process 

 Detailed accounting charge distribution 
 
On the Timesheet Report, from left to right, there are 33 columns. Examples follow: 
 
Col 1-9; dates, employee and reports to data: 

 
 
Col 10-18; type of charge, hours, approver, timesheet and approval status, and 
exceptions: 

 
 
Col 19-33; daily accounting charge distribution: 
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TA - Timesheet Schedule Exception and Overtime Review Report 

 
Rpt Nbr: RTA024 
 
LAST REVISION:  12/06/12 
 
LOADED INTO CATALOGUE: 12/07/2012 
 

DESCRIPTION: 

This report has two sections.  The first section provides a breakdown of overtime 

transactions recorded by employee, by date, TRC, and hours.  The second section 

reports if an employee has not worked their scheduled hours for a pay period.  Reported 

hours (including the sum of the total regular productive and non-productive hours) are 

compared to the Scheduled hours.  Any variance calculated in Reported hours to 

Scheduled hours is reported.  In the context of this report a variance of those hours 

denotes an exception.   

 

PURPOSE / USE: 

This report is used to monitor overtime and to identify those employees whose recorded 

time is not the same as their scheduled time for the specific pay period.  The report can 

be used by managers and supervisors in monitoring the status of timesheets as the 

period ending timesheet review and approval process begins.  At a higher level the 

FAMS office can monitor the status of timesheets (e.g., hours recorded versus expected 

hours for the pay period).  The recording of overtime can be reviewed at multiple levels. 

 

NAVIGATION PATH: 

You can navigate to this report using the following path: 

Cardinal FIN > Cardinal HCM > Main Menu > myCardinal HCM > HCM Report 

Execution > TA Reports > Timesheet Exception Report 

 
FORMAT: 
CSV to Excel 
 
Run Control: 
Date Parameters: 

 Pay Period End Date 
Or 

 From Pay Period End Date 

 To Pay Period End Date 
Report Parameters: 

 Reports to Position Number 
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 Empl ID 

 Department 
o Node Only 

Show All Employees: 

 Variance Only 
Show Submitted Time 

 Approved Only 
Employee Type 

 Salaried 

 Hourly 
 
Run Control: 

 

 

Report Output:  
Report Heading with Run Control Parameters: 
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Report output: 
The first and normally larger portion of the report provides overtime transactions: 

 
 
 
The second section of the report, at the end of the report, identifies timesheets with 
variances from scheduled hours for the specified pay period: 

 
 

 
 

 

 


